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llate, April 9, 2018 

Tinte: llam-Noon 

I .ccaticn: Conference Room B 

Training ltCD1!lli: 

❖ Conflict of Interest Review and Electronic Attestation 

o Impropriety- real or perceived (Board of Etlucs) 

o Conflict of Interest - actual or the appearance of (Board of Ethics) 
o Impartiality of review 

o Confidentiality 

❖ Institutional Review 

o Consideration of all Information 

• Complaints and/ or External information (including media) 
• 
• 
• 

Call for Comments & Student Survey results (team's report) 

Student Achievement Outcomes (accessible in the Commissioners' Portal) 

Financial Issues and Currency with any fees 

o Written Evidence of Evaluation 

• 

• 

Review of Institutional Profile on Orange Sheet, including Maximum Time Frame 
and background 

Summary of Assessment following IRC's recommendation - YES or NO 

❖ File Review Enhancements to Improve Effectiveness (resources in the Portal) 
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INTRODUCTIONS 

FACILITATOR: 

Ms. Perliter Walters -Gilliam, Associate Vice President of Quality 
Enhancement & Training 

Ms. Chinita Obi , Senior Accreditation & Institutional Development Support 
Coordinator 

PARTICIPANTS : 

Name, Affiliation, Area(s) of Expertise 
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EVALUATOR TRAINING RESOURCES 

• Evaluation Visit Policies & Procedures (Pink Book) 

• Travel Arrangements and Reimbursement Train ing Guidelines 

• Evaluation Visit Best Practices 

• Report Templates - http ://www.acics .org/evaluators /content.aspx?id =2438 

ACICS EvakJator Training Workshop 

UNDERSTANDING THE ROLE 

WHAT IS ACCREDITATION 

A status granted to an institution that meets or exceeds the 
stated criteria of educational quality . The purposes of 
accreditation are to: 

• assess and enhance the educat ional qual ity of an 
institution , 

• assure consistency in institutional operat ions, 

• promote institutional improvement , and 

• provide for public accountability. 

ACICS Evalua1or Training Webinar 
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UNDERSTANDING THE ROLE 
THE BEGINNING 
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UNDERSTANDING THE ROLE 
The ACICS Evaluator ... 

• Provides expert ise in specifical ly approved areas 

• Conducts an objective review of the campus 

• Makes assessments of institutional effectiveness based on 
experience and industry standards 

• Is an independent contractor /volunteer - not an employee 

ACICS Evaluator Training Webinar 
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UNDERSTANDING THE ROLE 

Avoiding Conflicts of Interest 

• Required Independent Cont ractor Agreement 

• Consulting - perceiv ed or otherwise 

• Geographic Location 

• Schoo l Affiliations 

ACICS Evafuator Training Webioar 

UNDERSTANDING THE ROLE 
VISIT TYPES 

Full Onsite Evaluation Team Visits (2 days) 

• Renewal of Accredi tat ion (RA) 

• Initial Grant (IG) 

Quality Assurance Monitoring (QAM) Evaluation Team Visits 

OAM - Out of Scope (OS) - One day 

OAM - RV (Readiness Visit) - One day 

OAM - HC (Higher Credential) - Two days 

OAM - DE (Distance Educa tion) - One day 

Comb ined Full Team & QAM Review* 

3/30/2016 
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UNDERSTANDING THE ROLE 
Full Team Visits 

Team Chair 
• Oversight of team's review 

act ivities 

Student Relations Expert 
Student file review 
Admissions & Recruitment 
Financial Aid • Commun icate with institution prior 

and during visit 
• Full compilat ion and preparation of 

report 

Satisfactory Academic Progress 
Student Services 

• Review and evaluation of Campus 
Effectiveness Plan (CEP) 

• Institutional Mission , Organ ization , 
and Administration review 

• Works with ACICS staff 
representative to lead review 

CAR Verification - retention 
rates 

ACICS Evafuator Training Webinar 

UNDERSTANDING THE ROLE 
Full Team Visits 

Program Specialist 
• Program administration 
• Instructional Components 
• Instruct ional tools 
• Curriculum Evaluation (program 

outline/content) 
• Catalog review 
• Syllabi review 
• Program advertising and 

disclosures 
• CAR Verification - placement 
• Evaluation of contact time 
• Assessment of prerequisites 

Educational Activities Expert 
• Faculty Development Plans 
• Facu lty Qualificat ions for 

General Education 
• General Education Courses 
• Facu lty Transcript Review 
• Instructiona l Tools/Components 
• Administration of academic 

programs 
• Academ ic policies 
• CAR Verification - placement 

for programs with spec ialized 
accreditation (if applicab le) 

• Prior Learn ing P&P review (if 
applicab le) 

• Career Services review 

ACICS Evaluator Training Webinar 10 
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UNDERSTANDING THE ROLE -
Staff Managed Visits 

Out-of-Scope (OS), Readiness Visit (RV), Higher Credential (HC) 
Distance Educat ion (DE) 

Responsibilities of Program Specialist 

• Program administration 
• Instructional Components 
• Curr iculum Evaluation 
• Program Quality Assessment 
• CAR Verification {if applicable) 
• Student Relat ions (admissio ns) 
• Cata log 
• Faculty File Review 
• Library 

ACICS Evafuator Training Webinar 

THE REVIEW -Travel Cycles 
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Important Notices 

Visit Solicitation 
Evaluators shou ld not contact ACICS staff to solicit visit participation or 
communicate availab ility. If you are on ly avai lable for certain cycles, 
send an emai l to evaluato rmanager@acics.org. 

Possible action may include warning, limited visit partic ipation, and 
removal from the active pool. 

Certification /Licensure/Registration 
Starting in 2014, experts of programs wh ich require licensure, 
certification, or registration {federal or state), must hold an 
act ive/current license, certificat ion, or regist ratio n. This document w ill 
be kept current and will be added to the evaluators record. 

Important Notices 
TheEvaluato r Newsletter 
This newsletter which can be found here on the ACICS web site, 
http :// www.acics.org/evaluato rs/co ntent.aspx?id=2096 is the primary and 
officia l means of communicating with the evaluators. It is the evaluator's 
responsib ility to ensure the following: 

Email addresses on record are act ive (notice of publication) 
Refer to the web site to stay abreast of any information shared in the 
newsletter 

References to ACICS 
Evaluators are welcome to reference the ir relationship with ACICS in bios, 
resumes, business cards and Social Media including Face Book, Twitter, 
Unkedln. However, the only way this can be done is in the following manner: 

Independent Cont ractor for ACICS 
- Independent Program Evaluator 

3/30/2016 
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ACICS Travel Center - Concur 
ACICS is utilizing the Concur Trave l and Expense System to manage and 
cover the cost of t ravel for all team members, using an ACICS Corporate 
Account. Key elements: 

Use of the system is MANDATORY for airfare/train reservations. 

Evaluator profiles MUST be comp leted prior to using the system to 
include frequent flier numbers, etc. so that miles may be cred ited to the 
evaluator's personal frequent filer account. 

Lega l name, as listed on license and/or passport must be in Personify. 

Tickets in excess of $1000 will not be processed and purchase will be 
suspended until approva l is received by the staff coordina tor. 

Please refer to the raining materials in your handout for 
additional information and specific instructions of all 

requirements. 

Before you say "Yes!" 

• Check and double check all calendars to ensure availability 

• Confirm area(s) requested for review (SR, ED, DE, Program(s)) 

• Ensure that there is no conflict of interest with the campus to be 
reviewed 

• Communicate any unique circumstances to the requesting staff 

ACICS Evalua1or Training Webinar 
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Once you say "Yes!" 
• Mark your calendars - all of them ! 

• Record visit information for future reference - with whom, what visit , 
when are you needed, where are you going? , 

• Await instructions from staff on making flight arrangements or 
communicate flight optio ns no later than two weeks before visit 

• Make flight arrangements to arrive prior to 6pm the eveni ng BEFORE 
the visit and to depart no earlie r than 7pm the last day of the vis it, 
unless approva l is granted for alternative arrangements 

• Let staff know if you have not received the materials from the campus; 
hotel information; etc. Materials should be reviewed prior to arrival. 

• IMMEDIATELY communicate any change in plans which affects your 
abi lity to part icipate on the visit. 

ACICS Evafuator Training Webinar 

The Pre-Visit Meeting 
• Attendance/part icipatio n is required * 

• General ly the evening (6pm - 6:30pm) before the visit 

• Facilitated by the team chair and supported by staff coord inator 

• Team member introductions 

• Briefing/Pre paration for visit 

• Business Casual att ire 

ACICS Evaluator Training Webinar 
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3/30/2016 

When we get there ... 

• Lead assumed by staff & chair 

• Facility tour 

• Introductions with administration 

• Team Meeting 

• Lunch selection 

• Get to work! 

ACICS Evafuator Training Webinar 19 

THE PROCESS 
OBJECTIVES: 

1 . Review Methods of Discovery 

2. Identifying Areas of Concern 

3. Reporting Areas of Non-Compliance 

4. Preparation of Report 

1. Providing information 

2. Citations 

3. Recommendations 

ACICS Evaluator Training Webinar 20 
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METHODS OF DISCOVERY 

There are the 3 methods of discovery: 

-+ Interviews 

Observations 
~lt4.II~~ 

Document Review 

ACICS Evaluator Training Webinar 

Interviews 

Who do you interview? 

When do you begin interviews? 

Where and how might interviews be 
conducted? 

What do you do with the 
information from the interviews? 

ACICS Evaluator Training Webinar 
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Observations 

What? 
Classes - lectures and labs 
Program specific equipment /resources 
Externships /Clin ica l Sites• 
Admissio ns/FA Interviews (SR) When? 

First day of a two-day visit 

Why? First & Second days of a three-day vis it 

Faculty/student interaction 
Faculty expertise; knowledge How? 
Stude nt use of instructional too ls 
Stude nts' ability to perform job funct ions 
Admin istrative process 

Schedu led (externships ) 
Random (class schedu le) 

ACICS Evafuator Training Webinar 

Document Review 
•Campus Effectiveness Plan (CEP) 
•Campus Accountability Report (CAR) 
•Self -study narrative 
•Class schedule 
•Academic Credit Analysis (ACA) 
•Catalog 

•Course Syllabi 
•Library/Instructional Resources 
•Community Resources 
•Out-of-class activities * 
• Extern ship Agreements 
•Faculty files 

23 

•Student files - academic & financial aid 
• Administrative staff files 

ACICS Evaluator Training Webinar 24 
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Document Review 
•Campus Effectiveness Plan (CEP) 
Reviewed by the team chair and would include program improvement plans if necessary. 

•Campus Accountability Report (CAR) 
Reviewed by the student relations and ecucat ional experts as well as the program 
specia lists. 

•Self-study narrative 
Should be read by all team members prior to the pre-visit meeting. Institution's 
assess ment of its operations/act ivities. 

•Class schedule 
The class schedu le provides guidance on classes to be observed as well as to assess 
contac t time. 

•Catalog 
Includes all institutional pol icies along with program -specific elements that will be verif ied 
aga inst practices. 

ACICS Evafuator Training Webinar 

Document Review 
•Academic Credit Analysis (ACA) 
A form used to measure cred it hours based on contact hours allocated across lecture, lab, 
and practicum as appropr iate. 

Approved by ACICS and accepted on the reco rd as the hours allocated for credit 
conve rsion. 

An important document that requires ACICS approval if changed/rev ised/incorrect 

•Course Syllabi 
Should be include all the items outl ined in the Glossary of the Accreditati on Criteria. 

•Library/Instructional Resources 
The report will be completed by one indiv idua l but with input from each specialist based on 
the assessme nt of their programs' instructional resources. 

•Community Resources 
Institut ions must include the community in every program and wo uld include advisory 
comm ittees, guest speakers, field trips, and events. 

ACICS Evaluator Training Webinar 
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Document Review 
•Out-of-class activities (homework) 
Guidance is prov ided in the Spring 2013 TheEvaluatorNews letter 

Minimum expec tation - for every one hour of in class lecture = two hours of homewor k for credit 
bearing programs 

The homework must be evaluation and included in grades (have a weight) 

• Extern ship Agreements 
For all active sites, agreements will be reviewed for curren t signatures and inclusion of elements 
(Glossa ry). Externsh ip files should be reviewed in their entirety to include review of timesheets 

•Faculty files 
Reviewed for qua lificat ions - academ ic and experiential (as appropriate). 

•Student files - academic & financial aid 
Reviewed by the SR experts 

•Administrative staff files 

ACICS Evafuator Training Webinar 

Case One 
Your preliminary revie w of the faculty summary document 
showed that one of the faculty members in your OAS program 
is teaching more than 32 hours per week. 

What additional documents would you review to get 
more information? 

Class schedu le 

Faculty data sheet 

Faculty contract 

ACICS Evaluator Training Webinar 
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Case TWO 
Students in your program complained that the equipment was in 
poor condition - always broken , never fixed, etc. 

What type of documentation might you ask for to 
substantiate this claim? 

Inventory of Equipment 

Purchase Orders 

Repair Tickets 

ACICS Evafuator Training Webinar 

Case Three 
The institution shared in its self-study narrative that faculty, 
students , graduates , and employers are all involved in policy and 
curriculum development. 

What documentation would you expect to review to 
validate this claim? 

PAC/Adv isory Board Sign-in sheets & Meeting Minutes 

Student Surveys 

Graduate surveys Institutiona l policy/plan document 

Faculty meeting minutes 

ACICS Evaluator Training Webinar 
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CAR Verification 
Student Relations Expert 

• Institutional retention rate 

• Accuracy of the CAR (ending and beg inning enrol lment numbers) 

Educational Activities Expert 

• Placement rates for programs holding special ized accreditat ion 

Program Specialist 

• Placement rate of program (in field) 

• Gradua tes classif ied as "not ava ilable for placement " 

• Licensure rates 

ACICS Evafuator Training Webinar 

CAR Verification Process 
• Verification will be based on the new definition (effective with the 

2013 CAR) 
Length 
Position 
Use of skills 
Attestat ion 

• Evaluators will be making the call using telephones/offices provided 
by the institution 

• Calls attempted to graduates first and then the employers 
Backup documentation of graduate infor mation should also include 
contact information for graduates as well as employers. The information 
should match what is reported by the institut ion. 

• A questionnaire is now being used by evaluators 
To achieve consistency and provide documentation 

ACICS Evaluator Training Webinar 
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Areas of Concern 
• Become citations if not addressed during visit. 

• MUST be shared with staff coordinator and/or team chair as 
soon as they are identified. 

• Necessitate the request and review of additiona l information . 

• Are based on compliance with the Accreditation Criteria, not 
with individual expectations of comp liance. 

ACICS Evafuator Training Webinar 

Are these Areas of Concern? 
Faculty members shared that they only get paid $250 per course. 

NO 
Faculty development plans have the same act ivities listed for all 
faculty members . 

YES 
The library space is really small. 

ayb 
Students compla in that they don 't have socia l media on the 
computers or lockers , and the parking lot is too far. 

NO 

ACICS Evaluator Training Webinar 
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FINDINGS 
, Are based on conflict with the Accreditation Criteria 

• Must be thoroughly detailed in the report 

Must clearly identify the area of concern with the standard(s) 

, Should only be commu nicated to the institution by the team chair 
and staff coordinator. 

, Must provide information on how the institution can provide 
add itional information to address the concern 

, Must be written in the following format: 

(Section x-x-xxx): Statement of concern. Details on violatio n of standard 
based on observations , document review, and interviews. [Deta ils on 
co rrective measure that must be taken.] 

ACICS Evafuator Training Webinar 

EXAMPLE 
As a program specialist, interviews and/or surveys with students determine 
that many are not pleased with the instruct ional equipment offered in their 
program. There are complaints of the equipment being broken and/or 
outdated. 

What would you do next? 

• Discuss with other program specia lists and see if their students reported 
the same issue. 

• Observe equipment as the program specialist in this field, determine if the 
equipment is suff icient for the program 's outcomes . 

• Share information with ACICS staff member , chair, and team . 

What factors could contribute to this finding? 
• Insufficient equipment 
• Deficient equipmen t 
• Lack of evidence of repairs 
• Need for add itional equipment to comp lete the program objectives 

ACICS Evaluator Training Webinar 
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EXAMPLE CONT'D 
The write-up: 

(Section 3-1-531(a)): Instructional equipment is not sufficient for the program. 
Through interviews with students, student questionnaire responses and 
observation of laboratory equipment, the program does not have sufficient 
instruction equipment to complete the program objectives. Specifically, there 
was no "Wireless Network" hardware available for students such as wireless 
access points, routers, and interface network cards. The objectives of the 
program state that students will receive training in order to seek Comp TIA A+, 
Net+, Linux+, Security+, Convergence+, MCITP, and Cisco CCNA certifications. 
These certifications have strong wireless components, therefore , students need 
hands on administrative access to wireless networking devices. 

(Section 3-1-601): The instructional equipment is not appropriate and does not 
satisfactorily contribute to the overall curriculum objectives and stated mission. 
The current software utilized across all programs, MS Office 2003, is insufficient 
and there is inconsistency between the catalog, the marketing and the 
institution's self-study wherein "state of the art" technology is promoted but not in 
actual use. The evidence presented itself in course WP 100, Basics of Word 

rocessing, is required in all programs. 

ACICS Evafuator Training Webinar 

THE TEAM'S REPORT 

37 

Team chair: Sections 1 - 3 and Section 6 (generally) 

Student Relations expert: Section 4 
Educational Activities expert (with contributions from 
program specialist(s)): Sections 5 & 8 
Staff coordinator: Section 7 

Program specialist(s): Section 9 
Distance Education expert: Section 10 

ACICS Evaluator Training Webinar 38 

3/30/2016 

19 



Providing Narrative Responses 
Q. 5.02 Who is assigned to oversee the educat ional act ivit ies of all 
programs at the campus, an what e this person's qual if icatio ns? 

Dr. Rasheed Singh, Ph 

education, University of 

biochemistry, engineering , and 

nd UCLA. 

Dr. Rasheed Singh is assigned to oversee the educational activities of 
all programs . He holds a bachelor 's degree in biochemistry and a 
master's degree in engineering , both from the University of New Delhi, 
and a PhD in Education from the University of California , Los Angeles 
(UCLA). Prior to joining the institution three months ago, he served as a 

prof essor and academic affairs director at UCLA. 

ACICS Evafuator Training Webinar 

Providing Narrative Responses 
9.07 List th e community resources and describe how they are uti lized to enr ich the 
program(s). 

Field trips, externships, PA 

The institution utilizes the following community resources to enrich the Medical 
Assistant program: 

Field trips - a number of field trips have been taken to senior centers, elementary 
schools , and health fairs to provide free services which include blood pressure 
checks, proper flu-season hygiene, and health -related literature. Signed waiver 
forms and pictures are on file. 

Guest speakers - to date, three guest speakers have presented in courses on 
various course -related subjects . Emails of acceptance and thanks are on file. 

Externship - the program has a required 600-hour externsh ip course in which 
students, in the last term of the program , get hands-on experience in a medical 
office. A visit was made to one of the sites. 

ACICS Evaluator Training Webinar 
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FINDING vs. RECOMMENDATION 
FINDING: 
• Is a documented area of concern which requires 

additional information to the Council 
• Requires the institution to make a change 

RECOMMENDATION: 

• Is an area of IMPROVEMENT 

• Is offered as "extra" and the institution can choose 
not to make the change 

ACICS Evafuator Training Webinar 

Completion of Report 

• Must be done prior to the completion of the visit (mid
morning of the last day). 

• Must be completed following the ACICS-provided 
Report Writing Guidelines. 

• Must be read out loud during the team's final meeting 
(prior to the exit conference). 

ACICS Evaluator Training Webinar 
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The Exit Conference 

• The final piece of the on-site evaluation (required 
particiJ:iation) . 

• Facilitated only by chair and staff coordinatoJ . .......-

• All cell phones, tab lets , and laptops should be turned off . 

ACICS Evaluator Training Webinar 

Post-Visit Responsibilities 

• Submit expenses for reimbursement 

• Keep report through Council 

• No follow-up communication with institution 

• Maintain confidentiality of proprietary information 

ACICS Evaluator Training Webinar 
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Travel Expenses & Reimbursement 
Process 

• Must be completed within 60 days of visit 
• Must be completed online 
• Hard copy report and original receipts must be 

submitted to the Accounting department 
• Must include approval by staff for: 

Purchase of airfare that are $1000+ 
Rental of vehicle 
Additional stay at hotel 

ACICS Evafuator Training Webinar 

EXPECTATIONS - THE 411 
Professionalism - at all times 
, Professional att ire is required 
, Professional demeanor and conduct 

Appropriateness of conversation and interaction 

Punctuality 
, To the pre-visit meeting 
• To meeting place to depart to institution (lobby, outs ide} 
• Leaving the campus at the end of the day 

Preparedness 
• Knowledge of institut ional materials 

Have a plan of action 
, Conduct reviews prior to jumping to conclusions 

ACICS Evaluator Training Webinar 

3/30/2016 

45 

46 

23 



EXPECTATIONS - THE 411 
Communication & Collaboration 

Participation in meetings to discuss issues 
Receptiv e to direction and guidance from team members/leaders 
Work close ly with team chair/staff to commu nicate findings, concerns, 
plans 

Teamwork 
Provide assistance to team membe rs as needed 

• Work wit h team members to complete tasks 

Commitment 
Avoids cance lling 
Willing to part icipate on short notice! 
If cance llation is necessa ry, will FIND a replacement. 

ACICS Evafuator Training Webinar 

ANNOUNCMENT -TRAINING 
ACICS is in the process of conduct ing assessments of act ive 
evaluators to determine future train ing needs. In the near fu ture, the 
fol lowing will be deployed and communicated via ema il: 

Student Relations Assessment - an evaluative quiz to determine 
appropriate alignment for that role. 

Student Relations Training - based on best practices of an SR focus 
group, training will cover all the elements to be covered during a visit. 

Distance Education and Other Non-Traditional Modes of Educational 
Delivery 

Evaluating Out-of-Class Activities 

Placement Verification Process 

ACICS Evaluator Training Webinar 
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Tfiank you for your wi{Cingness 
to serve . 

We{come to tfie .J\CICS 
'Eva{uator Program! 
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VISIT 
EVALUATION 
PROCEDURES 

AND 
GUIDELINES 

This publication is designed to prepare evalua tors 
for their vital role in the accreditation proc ess. 
Please rev iew it carefully and contact the ACICS 
staff member coordinatin g the visit if you have any 
questions. 
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EVALUATOR SELECTION CRITERIA 

The evaluator role within the accreditation process is crucial. ACICS eva luators are valued and recog nized for the 
contributions they make to the peer review process. 

Evaluators are classified as either member or public . Those affiliated with an ACICS-accredited institution are referred to as 
member evaluators and those not affiliated with an ACICS-accred ited institution are referred to as public evaluators. Further, 

they are academic, administrative, or neither. An "academic" representative is defined as someone currently or recently 
directly engaged in a significant manner in postsecondary teaching and/or research. The "adm inistrative" representat ive is 

defined as someone currently or recently directly engaged in a significant manner in postsecondary programmatic 

administrat ion. Furthe r, recently is be ing interpreted as having applicable experience within the last five years. 

In addition to program specialists, full team visits (renewals of accreditation, initial grants, and Quality Assurance 

Monitoring - Branch) will include evaluators with expertise in student relations (SR), and educationa l act.ivities (ED), and 
may also include distance education (DE). 

ELIGIBILITY 

To serve as an evaluator, an applicant must have documented, at least five years of experience and/or educatio n in a special ty 

area or expertise. In addition, the following requirements must be met as evidenced by information provid ed on the resume: 

a. Member eva luators must have experience in at least two areas of operat ion including instruc tion, adm issions, financial 

aid, placement, and administration. 

b . Student relations (SR) expertise requires experience calculating satisfactory academic progress (SAP) and familiarity with 

the preparat ion of the Campus Accountab ility Report (CAR). 

c. Educational activ ities (ED) expertise requires five years of experience at an adm inistrative level and experience reviewing 

credentials of faculty assigned to teach general education courses. 

d. Distance education (DE) expertise requires experience in the management, instructing and curriculum develo pment of 

distance education programs as well as evidence of training. 

CONTINUED PROFESSIONAL DEVELOPMENT 

It is critica l that evaluato rs maintain currency in their fields of expertise in order to best serve ACICS and its membership. 

This is especially important for public evaluators, those who have retired from the field, and those that are experts in 
program s which require currency in licensure, certification, and registration. 

Evaluators vetted in a field for which you are licensed/certified , and federal or state laws require renewal of said licensure/ 
certification, proof of currency as well as evidence of continued educatio n must be submitted to 

evaluatormanage r@acics.org , at least on an annual basis. 

Public and/or retired evaluators are expected to participate in professiona l development to evidence currency in the field. 

Documentation of completion should be submitted to evaluatormanager@acics.org , at least on an annual basis. 
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CANONS OF ETHICAL RESPONSIBILITY 
FORACICS EVALUATORS 

The continued existence and acceptance of privately administered accreditation presumes the recognition that the aggregate 
of the system is based upon the singular integrity of all those individuals charged with the adoption of policies , procedures , 
and standards and with the evaluation and measurement of institutional performance. A member of an evaluation team plays 

a vital role in the maintenance and preservation of the system. Therefore , the fulfillment of this role requires an 

understanding by eva luators of their relationship with and function in the accreditation process. 

In fulfill ing accreditation respons ibilities, an evaluator encounters a variety of issues and situations that require the exercise 
of fair and impartial judgm ent. Although the specifics of these issues and situations cannot be foreseen with particu larity, 

fundamental ethical principles are available for guidance. Within the framework of such ethical princ iples, these Canons of 
Ethical Responsibility are set forth: 

l. An evaluator shall uphold the integrity of the accreditation process. 

2. An evaluator shall avoid impropriety and the appearance of impropriety in all activities. 

3. An evaluator shall perform all specific duties impartially and diligently. 

4. An evaluator shall refrain from any bus iness activity inappropriate to accreditation responsibi lities, including the 
offering of any mater ials or information pertinent to the institution's operation or services. 

5. An evaluator shall decline to serve on any evaluation team that is responsible for evaluating any institution or branch 
of any institution with which he or she has been, is currently, or presently intends to be directly or indirectly 
involved. 

6. An evaluator shall preserve the confidentia lity of the inst.itutional information to which he or she is privy. 

7. An evaluator shall, in representing ACICS, subscribe to the ACICS policy on Discrimination and Harassment in his 

or her dealings and interaction with the ACICS staff, other members of evaluation teams, or any person affiliated 
with an institution being evaluated. An evaluator is obligated to report to the ACICS President any action that he or 

she perceives to be discrimination or harassment. (The ACICS Policy on Discrimination and Harassment is 

disclosed on the following page.) 

In the final analysis, it is the desire for the respect and confidence of peers and of the educational institutions served that 
should provide an evaluator with the incentive for the highest possib le degree of eth ica l conduct. The possible loss of that 

respect and confidence is the ultimate sanction. 
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A) 

ACICS POLICY ON DISCRIMINATION AND HARASSMENT 

ACTCS does not condone sexual harassment, which includes the promjse or threat, exp licit or implicit, that an 

employee's job status will be affected favorably or unfavorably unless the employee agrees to demands of a sexua l 

nature ; unwelcome physical contact or verbal comments; or other act ivities that create a hostile environment in the 
workplace. If you believe that you have been subject to sexual harassment , you shou ld report the incident according 

to the complaint procedures outlined below. No retaliatory action will be taken against any employee who files a 
comp laint. 

B) ACICS is committed to providing a work environm ent that is free of discrirrunation and harassment. Actions, words, 

jokes , pictures , or comments that are based on an individual 's sex, race , ethnicity, age, religion, or any other lega lly 

protected character ist ic or that are obscene will not be tolerated. Sexua l harassment, whether over t or subt le, is a 
form of rrusconduct that is demeaning to another person, underrrunes the integrity of the employment relationship , 
and is strictly prohibited. 

C) Any emp loyee who wants to report an incide nt of sexual or other harassment should report the matter to his or her 

supe rvisor promptly. If the supervisor is unavrulable, or if the employee believes that it would be inappropriat e to 

repmt the matter to the supervisor, the employee should contact the President immediately. Employees can raise 

concerns and make reports without fear of reprisal. 

D) Any employee who becomes aware of possible sexual or other harassment of another emp loyee should advise the 

President promptly. The President will handle the matter in a timely and confidential manner. 

E) The President or his designee will investigate the complaint promptly. The investigation wiJI include interviews 

with persons identifi ed by the complainant as having direct knowledge of the harassment. The alleged harasser also 
will be interviewed. After a thorough investigation , the President will prepare a written deterrrunation regarding the 

allegations, and copies of the deterrrunation will be provided to the complainant and the alleged harasser. Either 
party may appeal either the decision or the disciplinary action or both to the President, who will have the final 

authority. 

F) Any individual found to have engaged in harassment is subject to disciplinary action, including discharge where 
appropriate. 
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TYPES OF EVALUATION VISITS 

Initial Grant 

An initial eval uation visit is the first full opport unity for the Council to receive information about an institut ion interested in 
accreditation. Many initial applicants will have a small number of students with financia l support coming primarily from 
community agenc ies and contracts with business and industry. An institution undergo ing an initial eva luation visit usually 

does not have the authority to participate in federal financia l aid programs. Some initial applicants may be current ly 
accred ited by another agency. A few are also multi-campus institutions , including a number of learn ing sites. The maximum 

grant of initial accreditation is three years for unaccredited institutions and four years for those currently in good standing 

with another accreditor. 

Reevaluation of Accreditation 

Reevaluation visits are required for continued accreditation . Self-study materials are sent to institutions seeking to renew 

their accreditation in the spring of the year prior to the year of expiration of the current grant of accreditation. The maximum 
grant of accreditation is six years . 

Quality Assurance Monitoring - Branch 

When an institution initiate s a branch campus, at least one visit is conducted within the first six months of operation. The 

Counci l also requires the report of a full evaluation team approximate ly twelve to eighteen months after the branch begins 
operation. These institutions are required to provide a modified version of the self-study to the evalua tion team. 

Quality Assurance Monitoring - Out of Scope 

Institutions initiating new programs that include subjects outside the institution's current scope of operat ion (i.e., an 

institution with secretarial programs initiating an allied health curriculum) must have such programs reviewed onsite by an 
approp riate subject specialist. Team members are provided with a copy of the institution's new program applicat ion to utilize 

during the evaluation visit. These visits are usually cond ucted by one team member who is accompanied by an ACICS staff 
member and are normally one day in length. 

Quality Assurance Monitoring - Readiness 

Institutions initiating new programs at a higher credent ial level than previously offered by the institution must submit a 
transit ion plan in addition to the new program applicat ion. Prior to the initiation of the program , the institution must undergo 

an evaluation visit to determine the institution's preparedness (or readiness) to begin the program. These visits are usually 
conducted by one team member who is accompan ied by an ACJCS staff membe r and are normally one day in length. 

Quality Assurance Monitoring - Higher Credential 

A second visit is conducted when the institution has offered the new program at a higher crede ntial for a per iod of time 

sufficient to assess program outcomes. These visits are usually conducted by team members, accompan ied by an ACICS staff 
member, and are normally two days in length. 

Quality Assurance Monitoring - Change of Ownership or Control 

A one-day visit is conducted within six months following a change of ownersh ip or control at an institution. The purpose of 

this visi t, usually conducted by an ACICS staff member, is to review institutional changes as a result of the change in 
ownership or control. 
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Special visits are cond ucted when the Council determines that the report of an addit iona l evaluat ion team is needed in order 

for a decision to be made regard ing the institution's accredited status. These reports address specific areas as identified by the 
Counci l and assess the institution's overall comp liance with the Accreditation Criteria. 

Unanno unced 

Unannounced visits are conducted to address specific areas as identified by the Council and to assess the institution's overall 
compliance with the Accreditation Criteria. These visits are usually cond ucted by an ACICS staff member and are normally 

one day in length. 
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ROLES AND RESPONSIBILITIES 

CHAIR RESPONSIBILITIES 

The chair and the ACICS staff representat ive ("staff') shall organjze and conduct a meeting of the team (see Pre-visit Team 

Meeting) prior to the visit to review the self-study and Update Report, the purpose of the visit, the role of each team member, 
the role of the staff, and the assignment of responsibilities during the visit. Given the value of a collaborative dynarruc 
between the staff and chair, a brief meeting should be held prior to the full team meeting. 

The chair and the staff shall maintain regular communication with the campus's chief on-site adrrunistrator throughout the 
evaluation process regarding any areas of concern or potential findings. As appropriat e, the chair and staff shall give the 

campus's chief on-site adrrurustrator the opportunity to respond to the areas discussed. Further, the chief on-site 
administrator is to be informed of all findings prior to the exit conference. Recognizing the value of those campuses with 

corporate support, it is acceptable for such representation to observe the briefings and provide information if requested. 
However, they should not be present during the interviewing of the administrator and should not be the primary interface with 

the team. 

The chair should ensure that the evaluatio n team conducts its review in compliance with Council's standards; that all sections 

of the team report have been completed; and that information is reported in a detailed and accurate manner. The chair and 

staff should check with team members periodically to ensure that the visit is progressing on schedule . The chair is 
responsible for conducting the exit conference and preparing the final report according to the ACICS team report guidelines. 

TEAM MEMBER RESPONSIBILITIES 

Team members: Team members work independently on the sections assigned to them but are encouraged to request 
assistance as needed from the chair and the ACICS staff representative ("staff'). When each team member has gathered the 

necessary information, a draft of the evaluation report is written. The report should be detailed and accurate, with all findings 
supported by specific evidence. The report is to be thorough, cover ing all aspects of the campus's operatio ns and including 

strengths and areas in which the campus does not meet Council standards. All sections of the report will be read and 

discussed by all members of the team prior to depaiture. 

Each program offered by a campus must be eva]uated by a subject special ist. Ordinarily, each new program being offered 

by the campus will be reviewed by an individual with the required expertise and if possible, program reviews will be 

combined for efficiency. The evaluator will be accompanied by staff that will coordinate the visit and assist the team member 
as described above. The report will be read and discussed by the team prior to departure. If the visit is not conducted in 

conjunction with a full team visit, the staff member is respon sible for conducting the exit conference and preparing the final 
report using the appropriate report outline (Quality Assuranc e Monitoring - Distance Education, New Program, Readiness, 

and/or Credential Inclusion) . During a reevaluation visit, a subject specialist(s) will be invited to serve on the team for each 
specia lized program. The Staff member will determine if it is necessary for the new program specialist to serve for the entire 

length of the evaluation visit or simply for the one-day program review 

AC/CS Staff Representative ("staff''): During the visit, the primary role of the staff is to interpr et the ACICS Accreditation 
Criteria. Staff will provide team members with guidance in understanding and applying the Criteria and may assist team 
members with gathering information as time provid es. Staff is not to be assigned sole responsibility for the writing of any 
section of the team report with the exception of the publication s section. Staff also will ensure that all areas of the campus's 
operation are properly reviewed by the team members. 

In addition, staff will provide institutional representative s with guidance in understanding the Council's accreditation 
standards. As stated above, staff and the team chair shall maintain regular communjcation with the chjef on-site 
administrator throughout the evaluation process regarding any areas of concern or potential findings. As appropriate, the 
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chair and staff shall give the campus an opportunity to address these areas prior to the exit conference. Further, the chief on
site admin istrator is to be informed of all findings prior to the exit conference. 
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PREVISIT TEAM MEETING 

The following topics are to be covered by the team chair and/or the ACICS staff representat ive: 

I. Introductions of all team members and academic/experiential background. 

2. Purpose of the visit and review of the application, Update Report, and campus/institution history. 

3. Materials sent to team members, including follow-up evaluation forms. 

4. Evaluator expense and reimbursement procedures, if necessary. 

5. The "Canons of Ethical Responsibility" and proper conduct during the visit. 

6. Evaluation visit time schedule, using the class schedule information provided to the chair during their pre-visit 
communication. 

7. Format for report writing and team report writing assignments. 

8. Format and structure of the opening session with the campus director including any questions to be asked during that 
session. 

9. Format and structure of the exit session. 

REPORT WRITING EXPECTATIONS 

The report writing and preparation guidelines are provided at the end of this manual. 

l. The team report templates, as revised and published on the ACJCS web site, must be used to comple te the individual 
sections. The final narrat ive report prepared by the chair will not identify each question number. 

2. Reports must be comp leted electronically (see use of computers below). 

3. All questions must be answered in complete sentences. Answers to several related questions may be combined into 
one paragraph. Single-sentence paragraphs should be avoided. 

4. Evaluators must complete their assigned report sections prior to the comp letion of the visit and provide both a hard 
copy and electronic version to the team chair and staff coordinator. 

5. Programs within the same field should be evaluated on one report with separations on details completed as 
appropriated or as directed by the team leadership. 

6. Information collected and recorded on reports cannot be shared with any party and a copy of said report should be 
mainta ined until the Counc il takes an action on the campus's application. 
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USE OF COMPUTERS ON VISITS 

Report s must be typed while the team is onsite because the report sections must be turned in to the team chair and ACICS 
staff prior to the conclusion of the visit. When utilizing computers, team members should be mindful of the following: 

I. Do not become overly focused on entering information into the computer and thereby neglect your responsibility 

outside the team room. When students, staff, and faculty are onsite , team members should be interviewing , 
observing, and collecting information needed to complete the written report. 

2. The chair is respons ible for the final report , including formatting and editing all sections. During the visit, time 

should be spent creating complete sentences and making sure all necessary information is included. The sample 

report (Appe ndix A) should be used as a guide. 

3. Since the campus is responsible for providing printing capabilities, the reports should be printed but also shared 
electronically with the team leadership (chair and staff coordinator) - via email or flash drive. 

4. The ACICS representative will bring a laptop on the visit and the campus will be asked to have computers and 

printers available for the team. However, team members should also travel with their personal laptops for 
conven ience . 

FINAL REPORT 

The chair is responsible for preparing the final evaluat ion report for submission to the Council office. The report should 

reflect the unanimou s opinion of the team, with the chair assuming final authority over content. 

The chair will edit the draft of the team report and submit the final copy to the Council office via the email accoun t, 
visitreports@acics.org. The edited report must be submitted within 5 days of the team's review . Follow ing an extensive 

editorial process, a copy of the report is then forwarded to the institution for its written response. 

Each finding listed on the summary page should include the page number in the report where the detailed explanation can be 
found. In addit.ion, the explanation of a finding in the body of the report should contain the Criteria number in bold and in 
parenthesis at the end of the expla nation. This method of cross-referencing enables everyone who reviews the report 

(campus, commissioners , staff, IRC) to locate informat ion easily. Page number references should be added after the final 

report has been prepared to ensure accuracy. 

It is imperative that the chair review the report in its entirety before submission to the Council office. The chair should 
review the report carefully for typographical anti grammatical envrs and consistency in report fonnat. Staff members are 

not responsible for these activities and compliance with Council team report guidel ines. 

After preparing the team report on the computer, please submit to the Council office via email, retaining copies for your files. 
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TRAVEL AND HOTEL ARRANGEMENTS 

Team members are responsible for making their own transportation arrangements using the ACICS Concur System. Team 
members should not schedule return transportat ion that would require them to leave the campus premises before 5:00 p.m. on 
the last day of the visit unless advised otherwise. Renta l cars should not be secured by individual team member s unless 

approved in advance by the ACICS staff representative . Hotel reservations will be made by the staff representative, but in 

most cases payment is the responsibility of each team member. If the team member is unable to cover the hotel expense, they 
must inform the staff member prior to the visit. For convenience, all team members will stay at the same hotel. Th e staff 

representative will notify each team member of the name and address of the hotel. Changes made to hotel reservations by 
team memb ers may create a rate change. Any rate increases due to change made by team members will be the respo nsibility 

of the team members, including reimbursable room charges which include room serv ice, internet, and dry cleaning (for visits 
longe r than 3 days). 

REIMBURSEMENT INFORMATION 

Please refer to Append ix B: Evaluator Reimbursement Policy and Procedures for additiona l details on the expectat ion s for 

reimbur semen t submission. Team members will be reimbursed for all appropriate expenses , including travel (persona l 
mileage) , lodging, mea ls, and other expenses supported by original rece ipts. Using the Concur link via their individual 

evaluator account, each team member will comp lete at least two expense reports for each visit project - one for the 
airfare/tra in using the ACTCS BTA account and another for all out of pocket expe nses, including honorar ium. Requests for 

reimbursement must be submitted within 60 days of the evaluation visit; requests submitted after that date will not be 

honored. Receipt s should not be paper-clipped or staple d to the reimbursement form but should be taped to a full

sheet of paper to ensure that they are not lost during the reimbursement process at the Council office. 

An honorar ium of $350 per actual visit day is paid to the chair of the evaluation team . 

An honorarium of $250 per actual visit day is paid to non-chair evaluators for participating as a team member. 

An evening school visit, when coupled with a one- or two-day visit , does not qualify an evaluator for an additional day' s 

honorari um. Honoraria are based on the number of full days scheduled for the visit. Each honorarium cove rs travel time, 
time on the premises, and time involved in preparing the formal report to the Council. 

Payment for honoraria and reimbursemen t of expenses will be paid by the Council upon completion of the visit and receipt of 

reimbursement request forms with rece ipts documenting expenses incurred. All requests for reimbursement are to be sent to 
the Counc il office in Washington, D.C. , not to the institution visited . Payment shou ld normally be sent within 15 business 

days of the date the request form is received in the AC lCS office, assuming the request is for only approved expenses and 
approp riate documentation/ receipts are includ ed. 

Evaluators are protected from individual lawsu its through the Council profess ional liability insurance coverage. 

ACICS CONCUR TRAVEL SYSTEM 

The Concur Travel and Expense System must be used by all evaluators to make and manage their travel arrangemen t for 

AClCS purposes. The training material, as published at http ://www.acics.org/evaluators /content.aspx?id =2292 , should be 
rev iewed pr ior to using the system . The expectat ions are summarized below: 

J . Flight Arrangements: Chang ing or Canceling: 

If the trip cannot be comp leted, for whatever reason, ACICS (staff coordi nator) MUST be notifi ed immediately. 
The unused ticket will be the property of ACICS and cannot be used by the evaluator for personal travel. 
This will constitute a breach of the Canons of Ethical Behavior and subject to negative actio n. 
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2. Flight Assistance 

Phone: 866-738-6444 
Direct Contact: Scot Bower 

3. Flight Expens ing 

An expense report must be submitted just for the flight for reconci liation purposes. The report and a copy of thee
ticket must also be mailed to the ACICS office. Expe nse reports can be automatically created directly from the 
Upcoming Trip section of your profile. 

4. Other Expenses 

Out of Pocket expenses must be submjtted on a new report as per the normal process - Payment Type should be 
changed. 

EVALUATOR REIMBURSEMENT POLICY 

A reimbursement pol icy has always been in place to monitor and guide eva luators on ACICS ' expectations on the submission 
process. Significant revisions have been and should be reviewed at the end of this document (Suppleme nt I). Worthy of note 
are the following: 

• Only alcohol, maximum of 2 and consumed only at dinner, will be reimbursed. 

• Additional tipping (double tipping) and tips above 20% will not be reimbursed. 

• Written approval from the staff coordinator is needed , and should be submitted with the expense reports, for the 
following: airfare in excess of $1000; additional hotel nights; and car rental. 

• For meal and beverage purchases only which are under $10, a receipt is no longer necessary . However, an 
explanation for the expense must include the purpose of the expense, the amount and date. 
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EVALUATION VISIT MEETING ROOM MATERIALS 

FULL TEAMS (RA, IG, AND QAM-BR ANCH) 

Institutions are to place the following materials in the room provided to the evaluation team. Additional materials may be 
requested when the team is at the institution. 

J. Current Infor mat ion 

a. Clas s schedule including course name s, numbers, titles, room numbers, class times , names of instructors, 
and student enroll ment by class period for the entire term/quarter /se mester/modul e. 

b. Student enrollment on day(s) of visit by program and by day and evening divisions. 
c. Floor plan of facility. 

d. Staff roster and organization chart. 
e. Course syllabi for current ly offered courses (For courses not offered in the curren t term, the syllabi must be 

provided with the exception of the following items: instructiona l materials and reference s, out-of-class 

activities and ass ignments, assessment criteria, and method of eval uating students). 

f. All admissions tests and test cut -off scores for each program. 

g. If ability-to-benefit students are admitted, complete documentation evidencing the relationship between 
admissions test cut -off scores and successfu l academic or employment outcomes, as well as the contract for 

the independent test administrator. 
h. Two cop ies of the most recentl y completed, and the prior year's ACICS Campus Accou ntabi lity Repo rts 

along with the complete back -up documentation. This must include information to support enrollment, 

graduate, and withdrawal numbers and placement information such as student name , program of 
study, graduation date, job title, employer name , and employer telephone numbers. 

1. A copy of the current Campu s Effectiveness Plan along with the progres s reports and/o r prior year 's campus 

effectiveness plan. 

J· Board of directors and admini strative staff meet ing min utes. 
k. Faculty meet ing minutes. 

I. Documentation of in-service training sessions held and the schedule for upcoming session. 
m. Schedule and documentation of community resources utilized for each program (organized by program). 
n. A copy of the Cer tific ate of Attendance at an ACJCS Accreditation Work shop for the chief on- site 

administrator or self-study coordinator. 

o. Copies of correspondence with ACICS for any approvals or notifications for modifications since the last 
Renewa l of Accreditatio n Visit (learning sites, new programs, distance education activity , substantive/non 

substantive changes to an existing program, change of location , change of name, etc.). 

p . A copy of the approved and most current Academic Analysis for each program. If applicable, this includes 
approved Clock to Credit Profiles with corresponding letters of approval. 

2. Official Documents 

a. Corporate Charter. 
b. Articles of Incorporat ion, and Certificate of Incorporation or other appropriate documentation of lega l 

structu re and own ership of the inst itution and a chart out lining the ownership struct ure. 
c. Certificat e of good standing; relative to an institution's corporate statute and/or lega l identity 
d. State license and authorization to award degrees (if applicab le). 
e. Correspondence with state regulatory agencies and accrediting agencies other than ACICS , if any 
f. Most recent state and VA compliance reports. 
g. Documentation that the facilities are in compliance with local, state, and federa l laws governing fire , safety, 

and sanitation. 
h. Documentation that the institution is in compliance with copyright laws for instructional material s 
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3. 

i. 

J. 

k. 

Files 

a. 
b. 

utilized. 
U.S. Department of Education Program Participation Agreement and Eligibility and Certification 
Approval Report (if applicable ). 
Reports from most recent reviews by agencies such as the U.S. Department of Education, Inspector General, 
and guarantee agency, as well as the institution 's student financial aid compliance audit. 
Third-party contract s with other educational institutions or contracts such as JTPA. 

Administrative staff personne l files that include updated ACICS data sheets. 
Faculty personnel files that include updated ACICS data sheets, copies of admin istrative and student 
evaluations, and faculty developme nt plans with documentat ion of their impleme ntation. 

NOTE: Student files will be selected randomly for review by team members . 

4. Inventories 

a. Library resource and reference materials including online materials (if applicabl e). 
b. Instructional equipment for all programs. 

5. Publication s 

a. Most recent ACICS self-study application. 
b. All curren t advertising and promotional literature , including scripts, copies of newspaper s, magazines, 

brochures, and tapes of radio and television ads. 
c. All current internal recruitment materials including admissions orientation packets, YTD admissions meeting 

minutes , copy of standard interview and phone scripts, and communication with external recruiters (if 
applicable). 

d. Student, faculty, and staff handbooks (if applicable). 
e. Current catalog with all addenda (if applicable). 
f. Previous two years catalogs and addenda (if applicable). 
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QUALITY ASSURANCE MONITORING - OUT OF SCOPE, HIGHER 
CREDENTIAL & DISTANCE EDUCATION 

Institutions are requested to place the following materials related to the program of study in the room provided to the 
evaluation team while at the institution. 

I. Current information 

a. Class sched ule including course names, numbe rs, titles, room numbers, class times , names of instructors, 
and student enrollment by class period for the entire term/quarter/sem es ter/module. 

b. Student enro llment on day(s) of visit by program and by day and eve nin g divisions. 
c. Floor p lan of facility. 
d. Staff roster and orga nizational chart. 
e. Course syllabi for currently offered courses for the program(s) being reviewed (For courses not offered in 

the current term, the syllabi must be provided with the exception of the fo llowing item s: instructiona l 
materials and refe rences, out-of-class activities and assignments, assessme nt criteria, and method of 
evaluating students). 

f. A copy of the most recently comple ted AC ICS Campus Accountability Reports along with the complete 
back -up documentation. A copy of the most recently completed, and the prior year's ACICS Campus 
Accountability Reports along with the complete back-u p documentation. 

g. A copy of the current Campu s Effectiveness Plan. 
h. Faculty meeting minutes. 
i. Documentation of in -service training sessions held and the schedule for upcoming sessions. 
J. Schedule and documentation of community resources utilized for each program (organized by program). 
k. A copy of the approved and most current Academic Analysis for each program. If applicable, this includes 

approved C lock to Credi t Profiles wit h correspondi ng letters of app rova l. 

2. Official documents 

3. 

a. 
b. 

Files 

a. 
b. 

State license and/or author izatio n to award degrees. 
Correspondence with state regulatory agencies and accred iting agencie s other than ACICS, if any. 

Adminis trative staff personn el files that includ e updated AC ICS data sheets . 
Faculty person nel files that include updated ACICS data shee ts, copies of administrative and student 
eva luati ons, and facu lty developm ent plans with documentat ion of the ir imp leme ntation . 

NOTE: Student files will be selected randomly for review by team members. 

4. Inve ntories 

a. Library resource and reference materials including online materials (if applicable). 
b. Instructional equipment. 

5. Publications 

a. New Program/Distance Education Application for the program(s) being reviewed. 
b. Transitional Plan for a higher crede ntia l (only applicable for Higher Credential visit) 
c. All current advert ising and p romot ional litera ture, including scripts, copies of newspapers, magazines, 

brochure s, and tapes of rad io and te lev ision ads. 
d. Student, faculty, and staff handbooks (if applicab le) . 
e. Current catalog with all addenda (if applicab le) and previous two years catalogs and adde nda (if 

appl icab le). 
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QUALITY ASSURANCE MONITORING - READINESS VISIT 

The following materials shall be prepared and placed in the visiting team 's room prior to the team's arrival. 

1. Current information 

a. List of all currently approved programs. 
b. Staff roster and organization chart. 
c. Sy llabi for all courses taught in the proposed new degree progra m(s). 
d. Application for new program(s) offered at a highe r crede ntial. 
e. Transitional Plan. 

2. Officia l documents 

a . State license and/or autho rization to award degrees . 
b. CoITespondence with state regulatory agencies and accrediting agencies othe r than ACICS, if any. 

3. Files 

a. Administrative staff files. 
b. If applicab le, facu lty fi les for any instructors who will be teach ing in the new degree program. 

4. Inventories 

a. Current library resource and reference materia ls. 
b. Current instructional equipment. 

5. Publications 

a. All current advertising and promotiona l literature, including radio and television. 
b. All planned advertising for the new program. 
c. Current catalog with all addenda . 
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QUALITY ASSURANCE MONI TORING - CHANGE OF 
OWNERSHIP/CO NTROL 

Institutions are to place the following materials in the room provided to the evaluation team. Additional materials may be 
requested when the team is at the institution. 

1. Current information 

a . Class schedule including course names, numbe rs, titles, room numbers, class times, name s of instructo rs, 
and student enroll ment by class per iod. 

b. Student enrollment on day(s) of visit by progra m and by day and even ing divisions (if diffe rent than 
enrollment repor ted in the Update Report). 

c. F loo r p lan of facility. 
d. Comparativ e organization chart (before and after change of ownership ). 
e. A copy of the cmTent Campu s Effectiveness Plan (CEP) along with the prio r year' s CEP (should be prio r to 

change of ownership). 
f. Faculty meeting minut es. 
g. A copy of the Certificat e of Attendanc e at an ACICS Accreditat ion Workshop for the chief on- site 

administrator and owner(s) or comp letion of registration of an Accreditation Workshop for these 
individuals. [If individual( s) have attended a previous ACICS Accreditation Workshop whi le affiliated with 
this institution , a copy of that certificate may be provided in lieu of a certificate following the change of 
ownership.] 

h. Copi es of correspondence with ACICS for any approvals or notification s for modifications since the 
Chan ge of Own ership (learning sites, new program s, distance educa tion activity, substantive/non
substa ntive changes to an existing program , change of location, change of nam e, etc.). 

2. Official document s 

a. 
b . 

C. 

3. F iles 

a . 
b. 

C. 

New state licen se and/or authorization to award degrees issued after change of ownership or control. 
Corre spondence with the U.S. Department of Education regarding the reinstatement of the institution 's Title 
IV eligibi lity by way o f a Program Part icipation Agreement and Eligibility and Cert ification 
Approval Report (if app licable). 
Correspondence from ACICS grantin g temporary re insta tement of your instituti on 's current grant of 
accred itation. 

Administrative staff pe rsonnel files that incl ude upda ted ACICS data sheets. 
Facult y academic files that include updat ed ACICS data sheets, position desc riptions, cop ies of eva luations, 
and faculty development plan s. 
Faculty and Staff summary sheets. 

4. Inventories 

a. Library resource and reference materia ls including online materia ls (if applicable). 
b. Comparati ve list of instructional equipment for all progr ams (before and after change of ownership). 

5. Publi cations 

a. Change of Own ership Application. 
b. All current advertising and promotional litera ture, includ ing scri pts, copies of newspapers, magazines, 

broch ures , and tapes of radio and television ads. 
c. Student, faculty, and staff handbooks (if applicable) . 
d. A copy of the current catalog with all addenda (if app licab le) and a copy of the cata log prior to Change of 

Ownersh ip. 
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A TYPICAL EVALUATION VISIT 

Each evaluation visit is different due to the individual circumstances involved. However; the following activities will be a 
part of each evaluation visit regardless of purpose. 

I. Tour Physical Facilities 

a. Classrooms (take an approximate student attendance count) 
b. Lounges (student, faculty, visitors, etc.) 
c. Resource center or library 
d. Administrative and academic offices 
e. Housing, if applicable 

II. Meet with the Campus Administrator 

a. Introduce all team members , giving brief summary of professional experience of each 
b. Obtain overview of institution 's history, mission, and objectives of the programs 
c. Obtain analysis of socioeconomic area in which the institution is located 
d. Discuss briefly the planned activities of the day including each team member 's role 
e. Discuss any materials not available in the meeting room 

Ill. Begin Review by Team Members (individually and collectively) 

a. Appropriate staff are interviewed based on areas assigned in the evaluat ion report 
b. All team member s should interview students 
c. Team members will meet on a periodic basis as directed by the chair to share results of interviews and 

review of materials 
d. Student Surveys will be administered and results generated as part of the reporting process 

NOTE: The team chair and staff representative will periodically inform the chief on-site administrator r~f concerns 
identified by the team. All team members should comm.unicate concerns to the chair/staff as they are 
discovered. There are to be no .findings identified at the exit conference that the institution was not made 
aware of prior to the exit. 

IV. Read Team Report as a Group 

a . Discuss and agree on content of report 
b. Identify team findings that will require additional information from the campus 
c. List any recommendations to be included as an addendum to the evaluation report (if applicable) 

V. Conduct Exit Conference with Team and Institutional Representatives 

a. Team chair thanks school personnel 
b. Team chair summarizes the findings identified by the team that would require a response 
c. Staff representative explains the next steps in the evaluation process 
d. Evaluation formally ends 
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GUIDELINES FOR TEAM ACTIVITIES 

This outline is provided.for guidance to team members. Please note that not all pa11s of the outline will be applicable to all 
institutions. Team. members will utilize the sections applicable to their assigned sections of the rep011. 
Sections of the outline are compatible with sections of the self-study and Accreditation Criteria. Team members should 
always request and review documenlation to support all statements. 

TEAM CHAIR 

I. Interview Chief On-Site Administrator 
A. Mission 

I. What is it 
2. How is it achieved 
3. Describe Campus Effectiveness Plan (CEP) and its relationship to the mission 

B. Campus Effectiveness Plan (on-site administrator or coordinator) 
I . How was the plan developed 
2. Discussion on specific areas 
3. Who is responsible for the implementation and monitoring 
4. Progress reporting /review 
5. Evidence of evaluation 
6. Review of surveys and other supportin g materials 

C. Organi zat ion, administration, and control 
l. Educational and experie ntial background of director 
2. Administrative chain of command 
3. Advisory committees or other comm unity input 
4. Administrative staff and faculty meetings (how often, topics, etc.) 
5. Evaluation of staff and faculty 
6. Facul ty input into administrative policies 
7. In-service training 
8. Extracunicular activities 
9. Clerical assistance 
10. Counseling for students 
11. Retention program (if applicable, interview specific staff assigned this function) 
12. Other student services 
13. Program s of study 

2. Review and Evaluate 

A. Faculty and administrative staff records 
l. Job descriptions 
2. Official college transcripts 

a. Look for seal; not stamped "Issued to Student" 
b. Make sure there is a transcript for each degree listed 
c. Determine if degree is appropriate; review grades rece ived in related subjects 
d. If degree is out of field , verify minimum of two years' work experience in fields 

3. Application for emp loyment 
4. Faculty development plan 
5. In-service training 
6. Professional growth 
7. Employ ee contracts, if applicable 
8. Evaluations 
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3. Educationa l Facilities 

A. Buildings and grounds 
B. Classrooms , offices, and lounges 
C. Furniture and equipment 
D. Review code compliance documentation (fire, safety, sanitation) 
E. Examine fire extingui sher inspection notes (check expiration dates), fire exits, and evacuat ion plan 

STUDENT RELATIONS SPECIALIST 

The extensiveness of the expectations of the SR review proce ss is thoroughly detailed in the AC/CS Student Relations Training 
Manual which will be provided to each approved evaluator. Below is a general outline of the onsite interview/review process. 

l. Interv iew Admissions Director and Representatives (as a separate group) 
• Institution's admission standards 
• 
• 
• 
• 

Determination of leads and subsequent procedures 
Proc edures for admiss ion (testing, orientation, etc.) 
Type of student being recru ited --recent graduate, adult, veteran, non-high school graduate, contrac t 
Control executed over admission repres entatives 

• Responsibility for advertising ( check materials published; for more information, refer to Appe ndix C of the 
Accreditation Crileria) 

• Evaluation of performance 
Understanding of chain of command 
Frequency of staff meetings and topics discussed 
Testing procedures for ability-to-benefit vs. high school graduates/GE D; who administers test 
Who is responsib le for determining test cut -off scores for admission 

• 
• 
• 
• Observe at least one person designated to engage in recruitme nt activities conduct an initial phone screen 

and/or briefly observe an in-person interview with a prospective student. 

2. Interview Financia l Aid Director and Officers (separately) 
• Describe financ ial aid programs in which institution participates (Federal and state programs ) 
• Desc ribe institutional grant or loan programs 
• Desc ribe any scholarship programs offered by the institut ion (check to see if all the details are accurately 

described in the catalog and research past recipients) 
• Ask to see student financial records (e.g., ledger cards) and explanation of accounting method s 
• Percentage of total enrollment receiving financial aid 
• How are standards of sat isfactory progress monitored 
• Describe the comm unicat ion between the educatio n and financial aid departments co nce rning satisfactory 

progress 
• Review standards of satisfactory progres s as stated in the catalog 
• Explanat ion of refund pol icy and proced ures (check actual withdrawa ls to be rando mly selected by team 

member) 
• Describe default management procedu res 
• Education/experience of financial aid director 
• Evaluation of perfo rmanc e 
• Invo lvement in admission process 
• Understanding of cha in of command 
• Frequency of staff meetings and topics d iscussed 

3. Interview individual(s) responsible for administration/monitoring of Satisfactory Academic Progress (SAP) 
• Where is the policy published in the catalog 
• Explain the policy 
• Documentation of implementation (student file review) 
• Evidence of evaluation 
• Evidence of providing assistance to students (advising) 
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4. Interview Placement /Career Director 
• Describe placement activities 
• Placement follow-up studies - documentation reviewed 
• Evaluation of performance 
• Understanding of chain of command 
• Frequency of staff meetings and topics discussed 

EDUCATIONAL ACTIVITI ES SPECIALIST 

I . Interview the director of education/dean/academic affairs 
A. Discussion of qua lifications and experience 
B. Academic oversight and resources 
C. Academic freedom policy 
D. Academic Governance 
E. Program for dealing with individual (academic) differences among students 
F. Process for the eva luation and revision of curriculum and the involvement of faculty 
G. (If applicable) Discussio n on systematic process for the awarding of credit for experience (occupationa l or 

professional). Docum entation to ev idence consistency in award. 

2. Review of General Education Faculty (Occupation - bachelor's degrees) 
A. Evidence of bachelor's degree and appropriate coursework (app lied general education) 
B. Evidence of graduate degree and the equivalent of 18 semester hours in the teaching area 
C. Review coursework determined to be applicable to teaching area 

3. Review of all faculty academic file (with assistance from staff coordinator) 
A. ACICS Data Sheet (current; not required) 

B. Official transcripts for all qualifying credentials 
l. College sea l or evidence of authenticity (for those microfi lmed) 
2. Not " issued to student" 

C. Faculty Development Plans 
1. In-service training (schedule) 
2. Professional growth activities 
3. Docum entation of implementation 

D. Position Descriptions or Employm ent Contracts 

E. Eval uations by administration (student evaluations are recommended but not required ) 

F. Percentage of faculty members holding requisite academic credentials as specified (credential specific) 

4. Placement Verification in programs which hold spec ialized accred itation 

5. Review of Instructional tools for general education (if applicable) 

6. Review of contracts and/or agreements with other institutions or entities (if applicable) 

7. Review of ctuTicula and general education cow·sework (if applicable) 

A. Inclusion of minimum number of general education credits ( credential specific) 

B. Inclusion of required distribution of general educati on disciplines 

C. General Education meeting standards (glossary definition of disciplines) 
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DISTANCE EDUCATION SPECIALI ST 

I. Interview the individual assigned to provide administration of the activity 
A Discussion of qualification s and experience 
B. Oversight and resources 
C. Distance Education Plan 
D. Academic Governanc e 
E. Pro gram for dea ling with individual (academic) differences among student s 

2. Review of the Distance Education Plan 
A. Inclu sion of co mponents 
B. Integrat ion into CEP 
C. Review coursework determined to be applicable to teaching area 

3. Review Distanc e Educati on faculty academic files (with assistance from ED/staff coordinator ) 
A. ACICS Data Sheet (current; not required) 
B. Official transcripts for all qualifying crede ntials 

l. College sea l or ev idence of authenticity (for those microfilmed) 
2. Not "issued to student" 

C. Faculty Deve lopment Plans 
l. In-service training (schedule) 
2. Profess ional growth activities 
3. Documentation of implementation 

D. Position Description s or Emplo yment Contra cts 
E. Evaluations by admini stration (student evaluat ions are recommended but not required ) 
F. Percenta ge of faculty members holding requisite academic credential s as specified (credential specific) 

4. Review of, and interaction with, online platform (adrnin log-in should be provided) 
A. Curriculum s 
B. Syllabi 
C. Faculty/Student interaction and Student /Student interactions 

5. Review of Public ation (Cat alog) 
A. Admissions policy 
B. Confirm ation of student identity 
C. Disclos ure of distance education activity 

6. Review of contracts and/or agreements with other institution s or entities (if applicable) 
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PROGRAM SPECIALI ST 

I. Review , Observe and Evaluate 
A. Classrooms 

• What teaching methods are used? 
• Are teaching methods employed effective and approp riate for the subject matter ? 
• Is the course being taught as outlined in the syllabus? 
• How is the rappo rt between the instructor and the student? 
• Do students participate in class, e.g., questions, note taking, presen tations 
• How is instruct ional equ ipment utilized? 
• Are facilit ies adeq uate for type of class and number of studen ts? 

B. Program Faculty 
• Qualificat ions - academic and experiential (doc umentat ion required) 
• Professional development /currency 

C. Instructiona l Resources 
• Approximate number and qual ity of book titles, period icals, reference materials and their adequacy for 

the programs offered 
• Circulation system, if used 
• Evidence of usage by faculty and students 
• Access ibility, locatio n, hours (if housed in one central location) 

D. Instructiona l Equipment 
• In working order 
• Up to date 
• Sufficient quantity for present enrollment 
• Applicable to courses offered 
• Usage 
• Leased or owned; maintenance 
• Distributed or centrally located 
• Appropriate software licensure, as applicable 

D. Publications 
• Review program-specific content to include admissions criteria, curriculum , course descriptions, etc . 
• Comparison with informat ion in syllabi 

E. Syllab i 

F. Placement Verificat ion and Documentatio n for those class ified as not available for placement (as reported on the 
CAR being used during the review) 

2 . Interview Students 
Interviews should take place on all visits. See Interviewing Students section. 

A. Enrollment information 
I. How student heard about this institut ion 
2. Why this institution was chosen 
3. What admissions procedures were utilized 
4 . Was a catalog issued to student and does it accurate ly portray the institution 
5. Were administrat ive policies explained 
6. Was an enrollment agreement signed --if yes, did student rece ive a copy 
7. Was there an orientation program 

B. Educational background 
I . Is student a high school graduate 
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2. Has student had other postsecondary education--if so, what were transfer -of-credit policies and 
procedures when student enrolled in this institution 

C. Tuition and financial arrangements 
I. Name of program in which student is enrolled, length, and cost 
2. How is the tuition paid 
3. Awareness of refund policy and terms of policy 
4. If the student is receiving financial aid, is the student aware of how the aid is packaged and what 

the repayment responsibilities are? Does the student know the difference between a grant and a 
loan? Has the student been counseled about student loan default? 

D. Educational program 
l. Program objectives 
2. Program requirements for graduation; does student know when s/he will complete progra m 
3. Are students familiar with the sequencing and scheduling of courses 
4. Size of largest, smallest, and average class 
5. Preparation of instructors 
6. Are instructors available for additional help 
7. Do students evaluate faculty 
8. Ts there ample time for practice on equ ipment (e.g., computer, medical, electronic) and is it in 

good working order? 
9. Are textbooks received in a timely manner 
I 0. Resource center/library 
11. Counseling and guidance 
12. Is there a feeling of freedom to discus s problems (e.g., academic, financial, personal) with 

administration and faculty 
13. Awareness of school policy regarding academic or attendance problems 

E. Extra-Curricular Activities 
1. What does the school offer 
2. Do students actively participate in the activities offered 

F. Opinion s 
l. School and educational program in general (e.g., best features, recommendations for 

improvement) 
2. Faculty as a whole 
3. Administration as a whole 
4. If choice were to be made again, would student enro ll in this institution 
5. Would student recommend the institution to a friend or relative 

G. Use of communit y resources 
I. Guest lecturers 
2. Field trips 
3. Externships/internships 

H. Instructional evaluation 
I. Who does them ( e.g., director, director of educat ion, students?) 
2. How is eval uation performed? 
3. Who discusses results? 

I. Use of the resource center/library 

J. Describe best and worst features of working cond itions 

K. Recommendations for improvement 
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GENERAL INTERVIEWIN G GUIDELINES 

FACUL TY MEETINGS 

Faculty can be interviewed in groups (by department and overall) and probably some individually. General faculty meetings 
will be led by the educa1ional activities specialist with support from the program specialists. 

A. Educational/experiential background 

B. Faculty Development Plan 
1. How is plan developed? How is it implemented? 
2. How is it documented? When is it reviewed? 

C. Professional organization memberships 
l. Amount of participation 
2. Does institution contribute towards members hip fees? 

D. Faculty meet ings 
I. How often 
2. Topics 

E. In-service trainin g 
I. How often 
2. Topics 
3. Do you find them helpful? 

F. Involv ement in curriculum revision, materials selection, and faculty governance genera lly 
I. How are faculty involved in curricuJum rev iew and development? Do you participate? 
2. -Are you able to make suggest ions and recommendations for books and such? (do you feel campus administration 
listens? values faculty input?) 

3. Doe s your job description identify faculty participation in governance as a duty? 

G. Teachin g load 
1. Number of clock hours per week in class 
2. Average student-teacher ratio 
3. Nu mber and identification of subject prepara tions 

H. Student attendance 
1. Are you requir ed to take attendance? Who do you give your attendance info? 
2. Ts there an administrative policy of excessive absenteeism? If so, what is it? 

I. Availability to provide academic assistance outside of class time 

J. Preparat ion, utilization, and eva luation of course syllabi --are they given to students 

K. Selection of textbooks and supplementary 

L. Use of community reso urces: any or all of the following? 
I. Guest lecturers 
2. Field Trips 
3. Externs hips/int ernsh ips 
4. Other 

M. Instructional evaluation 
J. Who does them (e.g. , director, d irector of education, students?) 
2. How is eval uation per formed ? Are results discussed with you? Who does that? 
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N. Use of the resource center/library - do you give ass ignments requiring students to use LRC 

0. Describe best and worst features of working conditions - Recommendat ions for improvement 

STUDENT INTERVIEWS 

If class is a mixed group, the eva luator may want to quickly ask stude nts to identify which program they are enro lled in -
you may ask them to say when they started & when they plan to finish. These questions are suggeste d as a guide and 

not a script. 

I. How did you hear about the school? (move on. after you gel some info about this) 
Why did you decide to enroll here? (same as above, move on after a few responses) 

2. Admissions: 
Did you comp lete an "application"? 
Did you sign an enro llment agreement? (and get a copy?) 

3. Cata log 
- Did you get a copy? When? 
- Have you bee n able to find info you need in it? 
- Does it accu rate ly portray things? ..... so far? 

4 . Orientat ion program: 
- Do you remember who did it? When was it done for you? Helpful? 

5. Tu ition and financ ial arrange ments: 
- Was fina nc ial aid explained OK? How's it going? (need to be careful here - don't get trapped into a griping session) 

6. Educat ional program 
Do you know the objectives of your program? (what do you expect to do when you finish) 
Do you generaJly know the requirements for graduation? (for example, what are some of the courses you have to 
complete?) 
Do you have a "p lan" for finishing? ( i.e., keep track of courses .finished, courses need to take yet, etc.) 

7. Class sizes 
Genera lly, how many students in the classes you take? 
What kind are generally the largest? the smallest? 

8. Instructors: How wou ld you rate them, genera lly, on 
preparation for class? knowledge abo ut subjec ts they teach? 
being willing to help you when you need it? 
Do you know when they are available to help outside of class time? 
Do you complete faculty and/or course evaluations? 

9. Syllabus 
Do you get a copy in a ll of your classes? at the start of the term? 
Do you feel the syllab i are helpful ? easy to figure out and use? 
Do syllabi clearly give info on how you r co urse grade will be figured? 

10. Textbooks & instruc tional mater ials - are they appropriate? current? helpful to you? 

11. How about equipm ent? 
For classes or in programs where needed 
Is the equipment ava ilable when needed? Kept in good repair? Generally up-to-date? 
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12. Library/ LRC: 
-Do you use it? For what? 
- Are you required to use it for some assignments? 

13. "Opinions": 
a. What's best about the school? 
b. What would you change ? 
c. Would you recommend a friend or family member come here? 
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EVALUATION REPORT GUIDELINES 

Accred itation has two fundamental purposes: to assure the quality of the institution and to promote the improvement of the 
institution. As members of the evaluation team, you have helped the Council and the institution to realize the first of these 
purposes through your report. It is imperative to be aware that the product of the team visit is the compiled team report. The 
report is an officia l document and should be considered as such during the visit, writing, and editing process as such. The 
report must provide an accurate summary of the campuses administrat ive and academic operations. The report must also 
provide a thorough and detailed summary when the team finds that the campus is not meeting any requirements of the 
Accreditation Criteria. Please note that all sections correspond directly to the Evaluation Standards listed in Title ill , the 
Appendices, and the Glossary of the ACICS Accreditation Criteria. 

To assist the institution in achieving the second purpose of accreditation - that of improvement beyond its compliance with 
the standards necessary for accreditation-me mbers of the team are invited and encouraged to use this opportunity to suggest 
any practices, policies, or procedures which might improve the institution 's educational and administrative quality. Your 
recommendations are for the benefit of the institution and will be shared only with the institution. They will not enter into any 
considerations of the Council regarding the accreditation status of the institution. A recommendation section is included at the 
end of each report. However, there is a clear distinction between a finding and a recommendation: a finding indicates there is 
a deficiency that needs to be addressed that affects educational or administrative activities; a recommendation is not a needed 
change (since the institution can ignore it) and is for institutional enhancement. 

The templates are revised, as needed prior, to each travel cycle. Additionally, there are a number of resources available to 
assis t in writing the team report. The most recent report templates and writing guides should be dow nloaded from the ACJCS 
web site: Home> Evaluators> Eva luator Resources> Report Templates 

The writing guidelines are also included in this document: 

l. Finding Direct ion Sheet 
2. On-site Report Writing Guide Sheet 2014 
3. Sample Report 2014 
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FINDING DIRECTION SHEET 

General Finding Formatting: 
(Section x-x-xxx): Statement of deficiency. Detail s on area of deficiency which are based on obse rvations, document review, 
and interviews. Detail s on any attempts the institution has made to rectify the issue. 
Note: Please write your finding with enough detail to ensure that the institution and a third-party reviewer can make a clear 
determination as to the information that must be provided to remediate the area of deficiency. 

Specific Examples of Writing and Formatting of Findings: 
(Section 3-1-511): (Open finding with a summary statement of defic iency, use the criteria to craft the language) The program 
administrator does not have suffic ient time and resources to administer the CREDENTIAL LEVEL program in NAME OF 
PROGRAM. A review of MR./MS./DR. NAME OF PROGRAM ADMINISTRATOR'S signed data sheet and the class 
schedule indicates that XX percent of his time is allocated to instruction and XX percent to the administratio n of the program. 
MR./MS./DR. NAME OF PROGRAM ADMINISTRATOR is currently teaching LIST ALL COURSE NUMBERS AND 
TITLES, totaling XX hours of instruct ion per week. (Reference any other pertinent detail s, including but not limited to , the 
program administrator's job description. the hours per week the program administrator spends on campus. feedback from 
interviews with faculty and students, information found in faculty meeting minutes about the program, and any deficiency in 
instructional resources or any other area caused by the lack of program administration). 

Example: 
(Section 3-1-511): The program administrator does not have sufficient time and resources to administer the diploma program 
in Medical Office Assistant. A review of Mr. Smith's signed data sheet and the class schedule indicates that 90 percent of his 
time is allocated to instruction and 10 percent to the administration of the program. Mr. Smith is currently teaching MED 
110, Basic Medical Procedures; MED 115, Medical Equipment; MED 220, Advanced Medical Procedures; and MED 230, 
Advanced Patient Care , totaling 25 hours of instruction per week. Mr. Smith's signed job description did not have any 
reference to administrative duties when the team arrived on-site; however , the job description has been amended and re
signed to include some administrative duties. In addition , students also indicated that they are unaware of the administrator of 
the program and if a faculty member cannot answer their specific concern, they are left without a resolution. The 
administration noted that a communicatio n will be provided to all students in the program informing them of Mr. Smith's 
appointment as the program administrator; however , no documentation was presented to the team. 

(Section 3-1-513(a) and Glossary): (Open finding with a summary statement of defic iency, use the criteria to craft the 
language) There is not a detailed syllabus on file for each course in the curriculum that has all of the required elements 
outlined in the Glossary of the Accreditation Criteria. The team's review of course syllabi found that syllabi for the 
CREDENTIAL LEVEL program in NAME OF PROGRAM courses do not contain the following required elements, LIST 
ALL MISSING ELEMENTS. (If necessary, list details about individual syllabi that are missing required elements.) 
Additionally, the COURSE NUMBER, COURSE NAME syllabus does not reference the LIST ALL MISSING ELEMENTS. 

Example: 
(Section 3-1-513(a) and Glossary): There is not a detailed syllabus on file for each course in the curricu lum that has all of 
the required elements outlined in the Glossary of the Accreditation Criteria. The team's review of course syllabi found that 
syllabi for the certificate program in Account.ing and Bookkeeping courses do not contain a course number, date of last 
revision, or topical outline. Additionally, the ACT 101, Pr inciples of Accounting, course syllabus lists the textbook as 
"Accounting Principles" without references to the publisher, author, or edition. Furthermore, the syllabi for the ACT 102, 
Excel; ACT 104, QuickBooks; ACT 105, Peachtree; and ACT 202, Advanced Excel courses do not have any reference to the 
textbooks used in the course. 

(Section Appendix H, Admissions Requirements and Enrollment): (Open finding with a summary statemen t of 
deficiency, use the criteria to craft the language) The campus does not make it clear in writing at the time of enrollment how 
the student' s identity will be verified throughout the course and program. (Note what spec ific documentation was reviewed 
and any detail revealed through interviews with students, faculty. and administrators). 

Example: 
(Section Appendix H, Admissions Requirements and Enrollment): The campus does not make it clear in writing at the 
time of enrollment how the student's identity will be verified throughout the course and program. The team found through an 
interview with an online admissions representative that it is mentioned during the enrollment process, but that there is no 
formal acknowledgement in writing signed by the student that states how the student's identity will be verified . This was 

Visit Evaluation Procedures and Guidelines 2Ui5 30 



confirmed through review of the enrollment agreements of online students and in interviews with these students. 

(Section 3-1-542): (Open finding with a summary statement of deficiency. use the criteria to craft the language) The team 
found that official transcripts for credentials listed in the catalog were not on file for all instructors. The team found the 
following credentials missing: 
• CREDENTIAL LEVEL degree in PROGRAM from NAME OF INSTITUTION for MR./MS./DR. NAME OF 

INSTR UCTOR ; 
• CREDENTIAL LEVEL degree in PROGRAM from NAME OF INSTITUTION for MR./MS./DR. NAME OF 

INSTRUCTOR; 
• CREDENTIAL LEVEL degree in PROGRAM from NAME OF INSTITUTION for MR ./MS./DR. NAME OF 

INSTRUCTOR. 

Example: 
(Section 3-1-542): The team found that official transcripts for credentials listed in the catalog were not on file for all 
instructors. The team found the foJlowing credentials missing for the foJlowing instructors: 

• Ms. Joan Smith - bachelor's degree in Business from Sky College 
• Ms. Jane Jones - bachelor's degree in Accounting from Sky CoJlege; and a master's degree in Business 

Administration from Cloud University 
• Mr. John Johnson - bachelor' s degree in Information Technology from Air University. 
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REPORT WRITING GUIDELINES 2014 

FORMATING 

• Single space text lines 
• Double space between paragraphs 
• Justify left margins 
• Use Times New Roman, 12 point font 
• Use only one space after a period 
• Write text immediately below question (no space) 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-531 (a)): The instructional equipment available to students is not appropriate to 
adequately support the nature of the program. The students in the diploma program in Computer 
Technology need current hardware and software to be successful in the field. The campus is still 
using Microsoft 97 when the textbooks reference Windows XP. Students have expressed concerns 
about the inconsistency of learning materials; specifically, in regards to being tested on software 
that is out-of-date according to their textbooks. 

Describe the community resources utilized to enrich the program. 
The program has strong community support, as witnessed by contracts for clinical placements with 
16 institutions and 59 clinical slots available for assignment. Guest speakers such as the medical 
director and ventilator graphics specialist are also utilized. Dr. Kathy Rye, a Commission on 
Accreditation for Respiratory Care (CoARC) board member, has been invited to speak on clinical 
preceptor training about effective feedback. A total of 45 respiratory therapists attended this 
workshop and obtained 7.5 free CEUs. The program is also involved with the American Lung 
Association "Fight for Air Walk" to be held May 21, 2011. This will be their third year 
participating. In the future, Spencerian College will be involved with other community outreach 
programs including Healthy Hoops and Ashtrna Camp. 

FINDINGS 

The purpose of the visit is to confirm the information submitted in the school's application or self-study. 
Nothing should "seem" or "appear" to be anything, especially in a finding of deficiency .. 

• The section number should be written as follows, in BOLD: 
(Section 3-1-511): 
(Section 3-1-111 (a - e)): 
(Section 3-1-513 (b)): 

• The first sentence should be a statement of the area of deficiency followed by a clear and 
detailed description of the issue. 

(Section 3-1-511): The program administrator does not have sufficient time and resources to 
administer the diploma program in medical office assistant. A review of Mr. Pulaski's signed 
data sheet and the class schedule indicates that 90 percent of his time is allocated to instruction 

Visit Evaluation Procedures and Guidelines 2Ui5 32 



and 10 percent to the administration of the program. Mr. Pula ski is currently teaching MED 110, 
Basic Medical Procedure s; MED, 115 Medical Equipment; MED 220, Advanced Medic al 
Procedur es; and MED 230, Advanced Patient Care, totaling 25 hour s of instruction per week. 
Mr. Pula ski 's signed job description did not have any reference to admini strative dutie s when the 
team arrived on-site; howev er, the job description has been amended and re-signe d to include 
some administrative dutie s. In addition , students indicated that they were unaw are of the 
admini strator of the program and if a faculty memb er cannot answer their specific concern, they 
were left without a resolution. The administration noted that a communication will be provided 
to all student s in the program informing them of Mr. Pula ski's appointment as the program 
admini strator ; however , no document ation was presented to the team . As a result , the program 
does not have the needed communit y involvement , instructional resources, or the focus on 
faculty develo ment and student achiev ement that would help ensure its success. 

• For missing evaluations/credentials, be certain to includ e the institution , and type of degree. 

(Section 3-1-541): Foreign transcripts have not been translated into English and evaluated by a 
member of NACES or AICE for the followin g faculty members: Dr. Jamal Avid, bachelor 's degree in 
Biolo gy from the Universi ty of Punjab, India and Ms. Caitlin Richards, master 's degree in education 
admini stration from the Cambridge University, England. 

• Missing faculty development plans, evide nce of implementation or missing professiona l growth 
activities should be so stated in the findin g: 

Evidence of implementation and missing plans 
(Section 3-1-543): Faculty development plan s lack documentation of implementat ion for the 
following faculty member s: Mr. Jonathan Letand , Ms. Patricia Given, and Dr. Steven Adler. 
These faculty members have signed plans on file with sufficient development activities; 
howe ver, there is no documentation that activities that have already taken place were in fact 
completed by these individuals. In addition, faculty development plan s, in their entirety, are 
missing for the following faculty member s: Ms. Lind sey Whit e, Mr. Ian Jackson , and Ms. 
Melonie Harri s. 

Missing professional growth activities 

(Section 3-1-543): Faculty development plan s for all faculty members lack the inclu sion 
of prof essional growth activities. While all plans had evidence of in-service trainin g as 
sponsored by the institution , individu alized profe ssional growth activities, as defined in the 
Glossary section of the Accreditation Criteria, were not documented. 

COMPLETE SENTENCES 

Complet e sentences must be used in all instances throu ghout the team repo1t. Exception s includ e 
placement call verification statements for more than one program on a single program report 
(see page 7). 

E-MAIL ADDRESS FOR ON-SITE DIRECTOR/CAMPUS 

Two e-mail addresses must be includ ed on the report cover page: the on-site admini strato r along with 
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their name and title; and the campus. The staff coordinator will provide the second address to the chair, 
which should be verified on-site. Please see example below: 

ACRONYMS 

ITT TECHNICAL INSTITUTE 
14955 Sprague Road 

Strongsville, OH 44136 
ACICS ID Code: 00016075 

Ms. Sara Finland, Director (SFinland@itt-tech.edu) 
Regulatory083@itt -tech.edu 

Main Campus 
ITT Technical Institute 

Indianapoli s, IN 
ACICS ID Code: 00016040 

• The entire name should be spelled out the first time and the acronym thereafter: 
The Campus Accountability Report (CAR)... The CAR ... 

• Licensure, certification, registration title, and professional organizations should be capitalized if 
it is followed by the acronym: 
Ms. Laurine Jude is a Registered Cardiovascular Sonographer (RCS) as well as a Registered 
Nurse (RN). 

The program director, Mr. Smith, is a certified medical assistant and has been in the field for 
more than 15 years. 

CAPITALIZATION 

• "Council" and the Accreditation Criteria are always capitalized and Accreditation Criteria 
italicized: 
The Council believes that a basic mathematics class is a general education course. This is 
explained in the glossary definition of "general education" in the Accreditation Criteria. 

• Capitalize other educational institutions and proper names of schools: 
Ms. Christine Harter received her bachelor's degree from Central Michigan Univers ity 

• Capitalize fields of study in the languages: 
Mr. Ellis Ramsey received his bachelor's degree in English from the University of Central 
Florida. 

• Lowercase degrees (including the field of study except those in the languages) in running text 
and whenever it's used generically. This includes within the narrative of the report. 
Ms. Ange Singer was appointed lead instructor of the criminal justice program on November 11, 
2013. Ms. Singer holds a master's degree in criminal justice from Chicago State University and 
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bachelor's degrees in political science and English from Illinois State University. 

• Capitalize the name of a degree anywhere it is used as a title rather than a description. This 
includes the title s listed on the first page or reports and the title section of full team program 
reports. 
9. PROGRAMEVALUATION 

Diploma in Information Technology Specialist 

Occupational Associate's degree in Information Technology 

Bachelor's degree in Information Technology and Cybersecurity 

How many calls to employers or graduates were attempted? 
[)ip loma in Medical Assistant: 22 
Academ ic Associate's degree in Medical Administrative Assistant: 1il 
Academ ic Associate' s degree in Medical Insurance Billing and Coding: 10 

• Job titles should not be ca,eitalized: 
The management team meets on a weekly basis to evaluate and monitor the activities of the 
institution. In attendance at these weekly meetings are the dean of education, director of 
admiss ions, director of financial aid, registrar, director of career serv ices, and the busines s 
manager. The campus director is in charge of the meetings. 

PREFIXES 

• Always use appropriate prefixes, Ms., Mrs., Mr., Dr. , or Chef, before the name of individual s 
mentioned in the team report. Never use first names only. 
Ms. Barbara Adams is the librarian. Ms. Adams holds a master's degree in library science from 
Boston Co llege. 

HYPHENATION 

The following words should be hyphenat ed: 
• On-site 
• E-mai l 

LIST VERSUS PARAGRAPH 

• Short, simple lists can be run in, especially if the introduction and the items form a complete 
grammatica l sentence . Lists that require typographic prominence , that are relative ly long or 
complex, or that contain items of several levels should be set verticaJly 

• If numera ls or letters are used to mark the divisions in a run-in list, enclose them in parentheses. 
If the introductory materia l forms a grammatica lly complete sentenc e, a colon should precede the 
first parenth esis. The items are separated by commas unless any of the items requires internal 
commas, in which case all the items will usually need to be separated by semicolon s. 
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Run In List 

The campus is implementing the following strategies to improve placement: (1) adding more members 
to the advisory board, (2) surveying current placement companies, (3) hiring a career services director, 
and (4) creating more extemsh ips for the business curriculum. 

To meet its retention goal of 75 percent, the institution is focusing on activities that will assist in 
increasing its graduation rate. Activities include using college work study students as tutors, 
strengthening the counseling office, and enabling a Head Start program to continue. 

Vertical List 

Several other resources are being used to promote student success: 

NUMBERS 

• general education labs, available to students seven days a week, are being used to 
tutor students who are having difficulties; 

• group library assignments are being used to enhance critical thinking, research, and 
interpersonal skills; 

• student surveys are providing data to analyze student needs; and 

• students are being recognized for making the dean's list, outstanding attendance and 
other performance achievements. 

• Single numbers from zero through nine are spelled out. Numbers appearing at the beginning of a 
sentence are spelled out, however , it is prefened that your avoid starting a sentence with a 
number. 

Students are required to successfully complete two of three modules. 

Twenty members of the faculty were in attendance at the faculty meeting scheduled to discuss 
the results of the graduate and employer surveys . 

Alternativel y. this sentence can be written: 

Of the 40 faculty on staff, 20 members were in attendance at the faculty meeting scheduled to 
discuss the results of the graduate and employer surveys. 

• Percentages are expressed in numerals. The word percent is used in nontechnical contexts. 
To meet its retention goal of 75 percent, the institution is focusing on activities that will assist in 
increasing its graduation rate. 

• If one number in a sentence must use numerals (number 10 and over) then use them for all 
numbers in the same category. 
There are 12 part-time faculty members , ~ of which have been with the institution for over 12 
years . 
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DEGREES 

• When referring to degrees offered by the school under review, degree levels should be written in 
accordance with ACICS degree level designation and approved program name. This may not be 
the same name listed in the catalog. Write degree levels in the following manner: occupat ional 
associate's degree, academic associate's degree , bachelor's degree , master's degree , and doctoral 
degree. 

The following number of calls was made to employers for the following programs: 
Associate of Applied Science degree in Business Administtation in Accounting 1 
Bachelor of Science degree in Business Admi-Histration in AccountiRg 2 

Academic Associate's degree in Business Administration in Accounting - 1 
Bachelor's degree in Business Administration in Accounting - 2 

• When describing credentia ls earned by faculty and staff, degree levels should be written in the 
following manner: assoc iate' s degree, bachelor 's degree; master's degree; juris doctorate; and 
doctoral degree. 

• The following widely fami liar abbreviat ions are acceptable to use in lieu of spelling out the 
degree to describe degrees earned by faculty and staff. (Please note that Chicago omits periods in 
abbreviations of academic degrees) 

o BFA 
o JD 
o MBA 
o MD 
o MFA 
o PhD 

bachelor of fine arts 
juris doctorate 
master of business administratio n 
medicinae doctor ( doctor of medicine) 
master of fine arts 
philosophiae doctor ( doctor of philosophy) 

... who holds associate's and bachelor's degrees in computer science from Ball State University 
and a master's degree in psychology from Nova University 

... Dr. Willard holds a JD from the California Law School, an MBA from American University, 
and a bachelor's degree in communications studies from the University of Virginia . 

... the librarian, Ms. Tania Jay, holds a master's degree in library science from the University of 
Notre Dame. 

"INSTITUTION" AND "CAMPUS" 

The institution refers to the main and all its branch campus locations while the campus refers 
specifically to the main or the additiona l locations: 

The institution utilizes the CampusVue system to manage its registration processes, but the 
Fayetteville campus has been slow in completing the transition to this system. Hence, there were 
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multiple instances of prerequisites not being followed. 

CAR PLACEMENT VERIFICATION 

• When one program is being evaluated the following format should be used: 
How many calls to employers or graduates were attempted? 
There were number 15 calls made to em loyers. 

How many calls to employers or graduates were successful? 
There were 10 successful calls. 

How many of the calls where contact was made with employers or graduates confirmed the 
employment of the graduate as reported on the CAR? Please explain any discrepancy between the 
number of successful contacts and confirmations. 
There were 10 calls that confirmed the employment of the graduates as reported on the 2011 CAR. 

• When more than one program is being evaluated in a report, the following format should be 
used: 
How many calls to employers or graduate s were attempted? 
The following number of calls was made to employers for the following programs: 
Academic Associate's degree in Business Administration in Accounting - 1 
Bachelor's degree in Business Administration in Accounting - 2 
Academic Associate's degree in Business Administration Office System - 2 
Bachelor's degree in Business Admini stration Office System - 3 

How many calls to employers or graduates were successful? 
The following number of calls, by program, was successful: 
Academic Associate's degree in Business Administration in Accounting - 1 
Bachelor's degree in Business Administration in Accounting - 2 
Academic Associate's degree in Business Administration Office System - 2 
Bachelor's degree in Business Administration Office System - 3 

How many of the calls where contact was made with employers or graduates confirmed the 
employment of the graduate as reported on the CAR? Please explain any discrepancy between the 
number of successfu l contacts and confirmations. 
All of the calls where contact was made confirmed the employment of the graduates as reported on 
the 2010 CAR. 

TO REPEAT OR NOT TO REPEAT 

• Repeat the nanative that provide s a description of the qualifications of individual s that have been 
previou sly provided. The repeated section can be a summary and should reference the first 
writing. 

1.17 Who is responsible for implementing and monitoring the CEP? Describe this 
individual 's qualifications. If a committee is utilized please describe the committee. 
The campus director, Ms. Marines Lopez, is respon sible for the implementation of the CEP. Ms. 
Lopez has been in her cmTent position for four months. Prior to coming to John Dewey College, 
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she served as the dean of academic and student affairs at the Puerto Rico School of Fine Arts. 
Ms. Lopez is a doctoral candidate at the University of Puerto Rico, holds a master's degree in 
educatio n administration and supervision, and a bachelor's degree in secondary education both 
from Pontifical Catho lic Univer sity in Ponce, Puerto Rico . Ms. Lopez is assisted by a CEP 
committee composed of the associate campus director, the evening academic director, the 
undergraduate program coordi nator, the admiss ions coord inator, and the registrar. 

3.03 Who is the on-site administrator, and what are this person's .9ualifications? 
As previously noted, Ms. Marines Lopez is the campus director of the institution. Prior to 
coming to John Dewey College, she served as the dean of academic and student affairs at the 
Puerto Rico School of Fine Arts. Ms Lopez is a doctoral candidate at the University of Puerto 
Rico, has a master in education administration and supervision, and a bachelor's degree in 
secondary education, both from Pontifical Catholic University. 

• When the same finding is identified in two different questions within the report , reflect the 
finding in each question of the report with the appropriate section number for that report. 

Exam ple: 

6.4 Are the following appropriate to support the student population and the program s offered at all 
locations (including additional space and learning -site locations)? 
• Equipment. ~ Yes 
• Instructional tools. D Yes 
• Machinery . ~ Yes 

□No 
~No 

□No 

If No for any item, insert the section number in parentheses and exp lain: 
(Section 3-1-601): The instructional tools are not appropriate to support some of the programs. 
As is outlined in the computer technology section of the report, the computer hardware used in 
the program is not current and hence not appropriate to support the program offering. 

9.14 Are the following appropriate to adequately support the number and nature of the 
program? 
(a) Facilities. ~Yes □No 
(b) Instructional equipment. OYes ~No 
(c) Resources. ~Yes □No 
(d) Personnel. ~Yes □No 

If No for any item, insert the section number in parenthe ses and exp lain: 
(Section 3-1-531(a)): The instructional equipment available to students is not appropr iate to 
adequately support the nature of the program. The students in the diploma program in computer 
technology need current hardware and software to be successfu l in the field. The campus is still 
using Microsoft 97 when the textbooks reference Windows XP. Students have expressed concerns 
about the inconsistency of learning materials; s ecifical ly, in regards to being tested on software 
that is out-of-date according to their textbooks. 

SUMMARY 
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#1 Section 3-1-531 (a) Instructional tools are not appropriate in the diploma 
and 3-1-601 program in Computer Technology (pages 8 and 27). 

COMMENTS 

• Comments specific to a question should be included directly below the question and not at the 
end of the repo1t. The chair will remove the " If No . . . " statement from the report under such 
circumstances. Comments specific to a question should appear only in situations where 
additional explanation is necessary: 

7.03 Does the campus publish a catalog that is appropriately printed and bound and available to 
all enrolled students? 
[8J Yes D No 

If No, insert the section number in parentheses and explain: 
he campus uses an electronic catalog and provides a hard copy to students upon r~ uest. 

• Comments that are "general" in nature would be appropriate at the end of the report: 

GENERAL COMMENTS: 
he team wishes to commend this campus on its incredibly positive staff, clean and inviting 

work environment, and dedication and investment into their students. 

• Commendations and general comments will be left at the end of each section. 

DESC RIPTIO N OF QUALIFICATIONS 

• State the name of the program administrator at the beginning of the narrative. 
• Do not include the date or year when credentia ls were received. 
• Combine credential information if received from the same institution. 
• When city and state of awarding institution is included, be sure to make it a complete sentence. 

Example: 
Ms. Susie Sunshine is the director and chief on-site administrator at the campus. She holds a 
bachelor's degree in business administration from Wonderful University in San Francisco, 
California; a master's degree in education administration from Even Better University in Los 
Angeles, California ; and a master's degree in business administration from the Best University. 
Ms. Sunshine attended an Accreditation Workshop in November 2003. 

COURSE LISTINGS 

When listing course codes, write the course code, followed by the course title 

The general education course BIO132 , Anatomy and Physiology, has three separat e sections. 

RECOMMENDATION PAGE 
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• This page will be a compilation of recommendations from the entire team on a separate sheet as 
the last page of the report. 

• Use full and complete sentences for recommendations and ensure that the recommendation is 
clear and understandable to an outside reader. 

RECOMMENDATION(S) 
Any recommendation(s) provided in this report are not included in the report seen by the 
Council: 

Relations with Students: 
The team offers the following recommendation s: 
• develop a bulletin board specifically for career services placements. This would serve as 

a motivating factor on the campus. Highlighting "congratulations" to students placed 
would be a great way to spotlight student success; and 

• when establishing procedure s and preparing for future ACICS visits, follow the report 
templates on the ACICS website as each person prepares his or her department for those 
evaluations. When an institution already runs this efficiently, it is difficult to make any 
recomm endations for improvement, but this one should serve them well. 

Educational Facilities: 
The team suggests that better signage be used to indicate the entrance to the campus. While the 
entrance can be seen from close up, it is not clearly visible from a distance and while its address 
is 215 Peachtree Street, the entrance is not on Peachtree Street. In fact, 215 Peachtree Street is a 
locked door. 

STUDENT/TEACHER RATIO 

The student/teacher ratio is only required for non-degree and occupational associate's degree programs. 

• For a single program: 

The student/teacher ratio is 16: 1. 

• For one program that is part of a multiple program evaluation (report includes non-degree and 
degree programs), the program name must be specified: 

The student/teacher ratio in the certificate in child care program is 5: 1. 

• For programs with laboratory components, distinction is important since there are industry 
standards managing lab sizes: 

In the theory courses, the student/teacher ratio is 21: 1 while in the laboratory courses, the ratio is 
10: 1. 

• For multiple programs: 
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The student/teacher ratio is 12: 1 in the diploma program in medical office assistant and 15: 1 in 
the diploma program in medical billing and coding. 

CAMPUS POSSESIVE 

Campuses '=Plural possess ive 
The campuses' programmatic accreditation is in good standing for all three locations. 

Campus's = singular possessive 
The team was provided documentation for guest speakers, a part of the campus's ongoing Professional 
Connection Lunch Speaker Series (this example is referencing a single campus). 
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SUPPLEMENT I: SAMPLE TEAM REPORT 
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PROCESS 
Chairs are given 5 bus iness days to edit each report . 
After the report has been formatted and edited for 
conte nt it is to be emailed 10 the ACICS staff member 
wi th a co py (cc) to visitreports@acics.or g. 

Do not hes itate 10 reach out 10 staff if ques tions occur 
while edit ing . REEV ALUATIO~ VISIT REPORT 

One space 

Center 
justify 

_J_ ~nclude a titl e 

:or. Gerr i Wu 
I I 

: Dr. "Brenda 
I 

:Han1s 
I I 

:or. J:::waku 
:Boa(eng 

: Mr. Richard 
:Denman 
I I 

:Ms. Sharon 
I I 

:Nguyen 
I I 
:Mr. Aaron 
:Bak~r 
I I 

:Ms. Erin 
:Pea~ody 

I 
I I 
I I 

: I 

·- - - _: 

~ ERICKSON COLLEGE 
321 Main Street 

Phoenix, AZ 85040 
ACICS ID Code: 00054321 ... 
~ 

Mr. Scott Erickson Campu s President (scott@erickson.edu) 
ACTCSinfo@e rickson.edu 

LEARNING SITE 
Erickson College 
123 Rock Road 

Tempe, AZ 85281 
ACICS ID Code: 00054322 

MAIN CAMPUS 
Erickson College 

Albuquerque, NM 
ACICS ID Code: 00012345 

1>r each team member 

::::hair 

January 15, 2014 

>tuaent-Ke1at1ons ::>pec1a11st 

Ed ucational Activiti es , Libr ary , and 
Informat ion Technology Specialist 

Audi o Produ ction and Game Produ ction 
Specialist 

Film and Video Production and 
Graphic Design Specialist 

Fashion Design and Merchandising 
Specia list 

Staff Representati ve 

Kaplan Univers ity Online 

V irg inia Co llege 

Th e Univers ity of No rth 
Caro lina at Greensboro 

NBC 14, Las Vegas 

Broad view Uni versity 

Interna tiona l Academy of 
Design and Technology 

ACICS 
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down 

All caps 
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No longer shading 

Mi ami , FL 

F lorence, SC 

Greensboro, NC 

Las Vegas , NV 

Salt Lake Cit y, UT 

Los Angeles, CA 

Washington, DC 
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Name of p rogram as 
Contact hour s 
must be liste d 

approv ed by ACICS, as stat ed 
for a ll pro grams, Numerals only, do not include on th e CAR with t he except ion SC 

of a new pro gram; confirm 
both clock & "full" or "part" 

with Coordin ato r ON 1 credit pro gra ms 
Do no t include .I. .1..1.'-.J .&,:., 'I X, 1 1'..l L.,V l' ~ ft Numera ls only , do not include " 
program 

'¾ 
~ 

,__ Enter credential Template says 
name. level as "Sem./ Qtr . CAR 
Credential approved by Hrs." delete l etent ion & Place men t (% ) 
name onlv. 

CREDENTI AL 
EARNED (As 
defined by th e 
institut.ion) 

~ nelor or r ~j 
( Arts iR l;)fama 

~ chelor of Sc~ 

Bache lor of Arts 

Bac he lor of F ine 
Arts 
Bache lor of Science 

Associate of Sc ience 

Assoc iate of Sc ience 

Bache lor of F ine 
Arts 
Bac he lor of Arts 

Assoc iate of Arts 

Bache lor of Arts 

Bachelor of Fine 
Arts 

Notes: 

** 

++ 

ACICS the non- 2014 2013 -ACICS applicable 
CREDENTIA L Co tact _ 11roll: 
(Cert ificate, Diploma, APPROV ED Hr ' F 1111--
Occupational PROGRAM r J ... Q,,.) ti rte/ Associat e's, Academic 

TITLE P, r t-Associate's, Bachelor 's, '---Mast~· •· ~ oral) J-lrs. tim e I et. Pia. Ret. 
~ che lor' s Degr~ ~ dio Prod uctio ~ 2 140 180 ( l 8IY-. ~ ~ ~ :l ~ IA 49.5 

l"'-c .helor's Deo~ ~ e Producti 2 160 180 -zl'l7:5 ~ 67 67.2 

Bac helor's Degree Film and Video 2190 180 2215 66 58 76 
Production++ 

Bac helor's Degree Fashio n Des ign and 2 120 180 1513 65 63 58 
Merchandisi ng 

Bachelor's Degree Information 2250 180 612 68 100 78.3 
Tech nology 

Acade mic Information 115011100 92 3/3 67 57 85 
Assoc iate ' s Degree Tech nology 
Academ ic Graph ic Design 1150 92 2/3 60 77 68 .3 
Assoc iate ' s Degree 
Bachelor's Degree Graphic Des ign 2240 180 11/2 68 88 68.9 

Bac helor's Degree Vis ua l Arts-Game 2020 180 0 100 0 80 
Art** 

Acade mic Digital Video ! LOO 92 0 67 23 64 
Assoc iate ' s Degree Production** 
Bachelor's Degree Game Desig n** 2300 180 0 70 33 88.8 

Bachelor's Degree Inter ior Design** 2 130 180 0 56 100 65.5 

I 

TOT AL ENROLLM ENT i4'-1 Ensure total is correct 

Typed in bold are any retention rates below 65 percent (progra ~ ear in 
percent (programs '.S 1 in length) and any placement rates below 70 percent. 

length) or 70 

All programs with 0 enrollments have been taught out and are no longer offered. 

For program in which some but not all of the courses are taught at a Learning site. 

~ uffg ANY NQTgs Tl=IAT DO ~mT APPL )] 
Delete all templat e instructions highlighted in ye llow 

INTRODUCTION 

Pia. 
NIA 

NIA 

54 

LOO 

NIA 

60 

64.7 

84.2 

50 

28 .6 

41.7 

NIA 

!£!:ease use this _page to giYe a narrative introduction of the campus.) Delete all templat e instruction s highlighted in yellow 

Erickson College is owned and opera ted by Interna tiona l Academy of Merchandis ing and Design, Ltd., which is wholly 
owned by World Educa tion Corporatio n (WEC). WEC is a Delaware corporation with principal offices locate d at 123 Main 
Road Schaumv ille, Delaware. In February 1994, the campus name was Al Erickson Grap hic Arts School and was acquired by 
WEC. The campus changed thei r name to Erickso n College in 200 1. 

The campus has two separate loca tions. The main building is located at 4750 South 44th P lace in Phoe nix, Arizona. Thi s 
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location is a professional corporate complex and borders the neighboring city of Tempe. The learning site has 70,000 s uare 
feet with ample offices, classrooms, and parking for students and staff. The campus is located at 1425 W. 14'h Street in 
Tempe, Arizona and has 25,000 square feet. Thi s camp us is less than 5 miles away and abou t a five minute dr ive from 
the Ph oenix campus . Courses for two programs are housed at the learning site -- audio production and film and video 
production. Mr. Leron Witherspoon, department chair for both programs, is housed at the Tempe learning site and maintains 
his office at the site. Additionally, two staff members teach core classes at the Tempe classes. 

Student services are accessible to students at the oversight campus in Phoenix. These include tutoring, financ ial aid, career 
services, library and other services documented in the student relations report. A career services staff member is available to 
students in the Tempe location each day for dedicated hours. The campus has a shuttle avai lable to students who prefer not to 
drive between the two campuses. The shuttle can be requested via call or text. The learning site does not currently have a 
learning resource center, but the faculty has initiated plans to develop a mini library to encourage the further use of library 
resources in core courses. There are ample classrooms, office space, lounge areas, auditorium, labs, and arking for students 
and staff at both locations. The locations also have security on grounds. 

n December 3, 2012, Erickson College announced to its staff and students, the campus would no longer accept new student 
enrollments and the campus was entering into the teach-out phase of operations. The campus teach-out is scheduled for 
completion April 30, 2016. 

Be sure that numbers listed in the intro are consistent with page 2. 
At the time of the visit there were 130 S en ... _ -- ···· r _ __ . -- - __ __ _____ _ - --

0
- - - - ... -·-- · - ,... - --- .. _ .. , 

0
--- · -

production , film and video production, fas n design and merchandising, information technology and graphic design. The 
campus offers associate degrees in information technology and graphic design. The following programs are not offered and 
have been taught out: bachelor's degree in visual arts-game art, bachelor's degree in game design, bachelor 's degree in 
interior design, and academic associate's degree in digital video production. The team was advised all degree programs wil\ 
end in 20 I 6. All remaining classes are in teach out and no additiona l students are being accepted or recruited. 

Based on the most recent data available to the team, the Campus Effectiveness Plan (CEP) reports the student population as 
75 percent male and 25 percent female. The ethnicity of the student population is 33 percent Caucasian, 10 percent African 
American, 15 ercent His anic or Latino , 6 2ercent Native American, 1 percent Asian, and 35 percent non-disclosed. 

The campus submitted retention plans for the following programs; audio production, fashion design and merchandizing, and 
graphic design. Placement plans were submitted for game production, fashion design, film and video production, information 
technology , and graphic design. 

Be sure that if there is critical information about the campus it is 
included in the report. 

Visit Evaluation Procedures and Guidelines 2Ui5 

Left justify throughout report (except page one) 

46 



REPORT QUESTIONS 

Section header s are to be bold 

1. MISSION +------- ...iiiiiii. 
.l .01 Give the page number in the campus catalog on which the 

The campus mission stateme nt is located on page three 3 
January 2013. 

Use numeral s for all page number s 
1.02 Does the campus have an appropriate mission statement with a Sta u1 suppulllug uuJc1,;11vc:::s1 

~ Yes 0No 

1.03 Are the objectives devoted substantially to career -related ed ucation? 
~ Yes D No 

1.04 Are the objectives rea sona ble for the following? 
(a) The programs of instruction 
~Ye s 0No 
(b) The modes of delivery. 
~ Yes 0No 
(c) The facilities of the cam pus. 
~ Yes 0No 

1.05 Are the mission state ment and supporting objectives appropriately disclosed in the camp us catalog and in other 
publication s that are readily ava ilable and under sta ndable to the pub lic? 
~Ye s □ No 

1.06 Is the campus committed to successful implementatio n of its mission? 
~Ye s 0No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
~Y es 0No 

1.08 If the campus is an branch , do es the branch have its own CEP, separate from the main campus IEP? 
~ Yes D No D Not Applicable 

1.09 Does the CEP describe the following? 
(a) The characteristics of the programs offered. 
~ Yes 0No 
(b) The characteristics of the student population. 
~ Yes 0No 
(c) The types of data that will be used for assessment. 
~ Yes 0No 
(d) Specific goals to improve the educational processes. 
~ Yes 0No 
(e) Expected outcome s of the plan s. 
~Ye s 0No 

.1.10 Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
~Ye s D No 
(b) Stud ent placement. 
~Y es D No D Not Applicable (new branch only) 
(c) Level of graduate satisfaction. 
~Y es D No D Not App licable (new branch only) 
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1.11 

1.12 

1.13 

l.14 

1.15 

1.16 

(d) Level of employer satisfaction. 
[giYes D No D Not Applicable (new branch only) 
(e) Student learning outcomes. 
[gl Yes D No 

Define the student learning outcomes used by the campus and how these outcomes are being assessed. 
he CEP utilizes the following st ude nt learn in g outcomes: final co ur se grades, wh ich are being 

tallied and ana lyze d at th e end of each term; GPAs w hi ch are ana lyze d at th e end of each term; 

quarterly stude nt , grad uate, and emp loyer s urveys; and quarterly project and portfolio reviews. 

Are the following identified and described in the CEP? 
(a) The baseline data for each outcome . 
[gl Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
[gl Yes D No D Not Applicable 
(c) How the data was collected. 
[gl Yes D No D Not Applicable 

TIP: Means of assessment of the outcomes should be 
included in the descriptions of the SLOs. 

(d) An analysis and summary of the data collected and an explanation of how the data will be used to improve the 
educational processes. 

[gl Yes D No D Not Applicable 

Has the campus published annual placement and retention goals in its CEP that take into account its rates from the 
last three Campus Accountability Report s and that demonstrate its ability to maintain or improve retention and 
placement outcomes? 
[gl Yes D No D Not Applicable (new branch or initial applicant only) 

For extensive or detailed lists, use bullets, rather than runnin 
Has the campus published spec ific activities that will be undertak, 
[gJ Yes D No D Not App licable (new branch o1 the list into a sentence. 

Describe the specific act ivities tha t the campus will undertake tor The bullets should be written to complete a sentence in 
Specific activities with regard to retention include: present , in continuous te g5,-,, t1 be lower case. 

• increasing the numbe r of student events; ♦ 

• implementing proactive acad em ic advising and early inte1 ve1111u11 pia11~; 

• providing students with additional access to the building and campus services; 
• continuing to assist students with shuttle service between both locations; and 
• reviewing financial stability and responsibility practices with students. 

Specific activities with regard to placement inc lude: 
• extending office hours for all advisors from 8:00 a.m. to 7:00 p.m.; 
• inviting industry professionals to campus portfolio shows and other camp us events; 
• continuing weekly off-site employer outreach goals; 
• introducing career management topics into the classrooms; and 
• improving campus involvement in off-site visits, professiona l association involvement, and 

participation in multi-industry networking functions. 

Doe s the campus have documentation to show the following? 
(a) That the CEP has been implemented. 
[g!Yes D No 
(b) That spec ific activities listed in the plan have been comp leted . 
[gl Yes D No 
(c) That periodic progress reports have been comp leted. 
[gl Yes D No 

The acronym for Campus 
Effectiveness Plan (CEP) has already 
been spelled out in Question 1.07, so 
there is no need to do so again 
throughout the remainder of the 

J 17 Wh . 'bl ,. . 1 . d . . h CEP? D "b h. · report. . o 1s respons1 e ,or imp eme ntmg an momtonng t e . escn et 1s 1m .•. _____ -, ---·~---·· -··- · ________ _ 
committee is utilized please descr ibe the comm ittee . 
Mr. Scott Erickson is the campus director and responsible for implement ing and monitoring the Campus 
Effeeti\'eness Plan (CBP) CEP . He is assiste d with the CEP by a team consisting of the manager of student services, 
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learning resource center specialist, busi ness o erations manager, director of career services, registrar, rogram 
chairs, and general educat ion lead instructor. 

Mr. Erickso n began his employment with Erickson College in 2002 and in December 2013, he became campus 
president. He holds an MBA from Texas A&M University, and a bache lor's degree in financial services from Roger 
Will iams Univers ity in Bristol, Rhode Island. He brings to the campus over 12 years of propr ietary educat ion 
experience. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
IZJ Yes D No D Not Applicable (new branch or initial applicant .,h.,,._ __________ _ 

TIP: Make sure general comments are 

GENERA L COMM ENTS : useful. Information that is broad 

The CEP provided lo lhe leam meels Council ex.peclalions for CEP content. and/or obvious is not needed. 

2. ORGANIZATION 

2.01 Is the following information regarding the campus appropr iately stated in the catalog? 
(a) Governance, contro l, and corporate organization. 
t8] Yes D No 
(b) Names of the trust ees, directo rs, and/or offic ers. 
t8] Yes D No 
(c) Name s of the administrators. 
t8] Yes D No 

2.02 Does the campu s: 
(a) Adequately train its employees? 
t8] Yes D No 
(b) Provide them with constant and proper supervi sion? 
t8] Yes D No 
(c) Evaluate their work ? 
[8J Yes D No 

2.03 ls the administration of the campus efficient and effective? 
[8J Yes D No 

2.04 Does the campus mainta in written doc umentat ion to show that faculty and staff members: 
(a) Clearly under stand their dut ies and responsibil ities? 
[8J Yes D No 
(b) Know the person to whom they repo rt? 
t8] Yes D No 
(c) Und erstand the standards by which the success of their work is meas ured? 
t8] Yes D No 

2.05 Does the administration maintain docum entat ion of the eva luation of the faculty and staff? 
[8J Yes D No 

2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
[8J Yes D No 

2.07 Does the campus have an appropriate grievance policy for faculty and staff? 
[8J Yes D No 

2.08 Does the campus catalog or the student handbook contain an appropriate grl Summarize previously discussed information to 

the name and address of ACICS ? . . . . . use throughout the report . It is not necessary to 
[8J Yes D No D Not Applicable (1mt1al apphcants on ly) copy and paste full descriptions . Be sure 

description is consistent throughout . 
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2.09 Who is responsible for the financial oversight of the campus, and wha t are this person's qualifications? 
Mr. Erickson is respo nsible for financia l oversight of the campus. As previously stated, Mr. Erickson began has been 
campus preside nt since December of 2013. He holds an MBA and a bachelor's degree in financial services. He has 
over 12 years of experience in proprietary education experience. 

GENERAL COMMENTS: 
Team interview s with faculty, staff, and student s, promotes a spirit of cooperation and open communication. 

Use double spaces between the end of one section and the beginning of the next . 

3. ADMINISTRATION 

3.01 ls there evidence that the chief on-site administrator(s) or the self-study coordinator for the camp us attended an 
accreditation workshop within 18 months prior to the final submission of the self-study? 
1:8] Yes D No 

3.02 Are all staff well trained to carry out administrative functions? 

3.03 

1:8] Yes D No 

Who is the on-site adm inistrator , and what are this person's qualific alll'mn~ 
Mr. Erickson is the on-site admi nistrator. As previously, Mr. Er ick· n bega 
December of 20 13. He holds an MBA and a bachelor's degree in fi ncial s 
experience in proprietary educat ion experience. 

as been campus president since 
vices. He has over 12 years of 

3.04 Does the campus list degrees of staff members in the catalog? 
Everyone in the report should have a title. 

1:8] Yes D No 

If Yes, is appropriate evidence of the degrees on file? 
1:8] Yes D No 

TIP: Be sure to correct this at read through, 
as it may be difficult to determine the 
accurate title once the visit is over. 

3.05 Is there evidence that the campus keeps adequate records to support the fol wing administrative operations? 
(a) Financial aid activities. 
1:8] Yes D No D Not Applicable (campus does not participate in financial aid) 
(b) Admissions. 
[8]Yes 0No 
(c) Curriculum. 
1:8] Yes D No 
(d) Accreditation and licensure. 
1:8] Yes D No 
( e) Guidance. 
1:8] Yes D No 
(t) Instructional resources. 
1:8] Yes D No 
(g) Supplies and equipment. 
1:8] Yes D No 
(h) The schoo l plant.F 
1:8] Yes D No 
(i) Faculty and staff. 
1:8] Yes D No 
G) Sn1dent activities. 
1:8] Yes D No 
(k) Student personnel. 
1:8] Yes D No 

3.06 Does the campus admit ability-to-benefit students? 
D Yes 1:8] No (Skip to Question 3.1 I.) 

3.11 Do student files contain evidence of graduat ion from high schoo l or the equivalent? 
1:8] Yes D No 
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3.12 Are appropriate transcripts maintained for all students? 
[gJ Yes D No 

3.13 ls the grading system fully explained on the transcript, and is it consistent with the grading system that appears in the 
campus catalog? 
[gJ Yes D No 

3.14 Are student records protected from theft, fire, water damage, or other possib le loss? 
[gJ Yes D No 

3.15 Does the campus maintain transcripts for all students indefinitely? 
[gJ Yes D No 

3.16 Does the campus maintain admissions data and other records for at least five years from the last date of attendance for 
all students? 
[gJ Yes D No 

GENERAL COMMENTS: 
The campus administrative functions are coordinated to achieve the educatio nal mission. Records relative to adm inistrat ive 
operations are maintained appropr iate ly. 

4. RELATIONS WITH STUDENTS t Be s~re tha~ the description of student file review is well_ 
detailed, with regard to the number and type of files reviewed . 

4.01 How many student files were reviewed during the ev anon! 
he team reviewed 21 student files reviewed by the earn . Th e files were classified on the 2012-20 13 CAR as 5 
raduates, 11 withdrawals and 5 st ill enrolle d . Of the files, four of the files were students who received transfer 

credit, I of the files was a student who had been on probation due to satisfactory academic process (SAP) issues, I o~ 
the files was a student who had an approved SAP appeal, 2 of the files were students who had been on warning due 
to SAP issues, 1 of the the files was a student who had been dismissed due to SAP issues, and 4 of the files were 
students who had cha n ed rograms. In addition, the financia l ledger cards for all files were reviewed. 

j • 

Does the campus ensure that its student relations reflect high ethical standards? ■------------------
[gl Yes D No 

4.02 

If ~lo, insert the seetion nun10er in parentheses anEI ex:plain: 

4.03 Does the campus have appropriate admissions criteria? 
[gJ Yes D No 

TIP: When a paragraph contains a number 
over 10, use numerals for all numbers in the 
same paragraph. 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
D Yes [gJ No 

4.05 Is there evidence to document that admissions cr iteria are applied cons istent ly to all students admitted under the same 
version of the admiss ions criteria (e.g., that students admitted into specific programs for the same start date are admitted 
under the same admissions criteria)? 
[gJ Yes D No 

4.06 Does the admissions policy conform to the campus's mission? 
[gJ Yes D No 

4.07 Is the admissions policy publicly stated? 
[gJ Yes D No 
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4.08 Is the admissions policy administered as written? 
rzl Yes D No 

4.09 Does the campus use an enrollmen t agreemen t for each enrolled student that : 

4.10 

4.11 

4. 12 

4.13 

4.14 

4.15 

4.16 

(a) Clearly outlines the financial obligations of both the institution and the student? 
l:ZI Yes D No 
(b) Outlines all program related tuition and fees? 
rzl Yes D No 
(c) Has a signature of the student and the approp riate schoo l representative? 
rz1 Yes D No 

Ts there evide nce that a copy of the agreement has been provided to the student? 
l:ZI Yes D No 

Who is responsible for the oversight of student recruitment at the campus and wha 
At the time of the visit, Erick son College did not have a student recruitment de 
not been acce ting any new students since December 3, 2012. 

TIP: The answer questions 4.11 should describe 
the recruitment activities and process and 
demonstrate compatibility with the educational 
objectives of the campus. The questions should 

Describe how the recruiting process for new students is compatib le with the educa also make clear how the evaluator made this 
Thou gh the campus is no longer recruit ing, the team was able to review student determination and should not simply be copied 
director of admissions and career services, and three current students to verify th from the self-study/branch application. 
recruitment process that was compatible with its educational objectives. The ca 
objectives by confirming that each perspective student is well -informed about t nature of the education provided 
through an extensive recruitment interview conducted by an admissions representative. The recruitment interview 
incorporates a questionnaire that assists the campus with identifying the student s' strengths and weaknesses, and the 
educational and career expectations of the student. In addition, the prospective student receives a copy of the college 
catalog, which contains program and course descriptions for each curriculum. The admissions requirements for each 
program are developed to ensure that students entering the programs are prepared for the demands of the coursework 
and can benefit from the career training that focuses on the knowledge and skills required to succeed in the 
specialized art focused programs offered at the campus. 

Are individuals engaged in admissions or recruitment activities commu nicat ing current and accurate informatio n 
regardi ng the following? 
(a) Courses and programs. 
rz1 Yes D No 
(b) Services. 
rz1 Yes D No 
(c) Tuition. 
rzl Yes D No 
(d) Terms. 
l:ZI Yes D No 
(e) Operating polic ies. 
l:ZI Yes D No 

Does the campus use prospective student names obtained as a result of a survey, canvass, or promise of future 
employment or income while a student, or as a result of other marketing activity? 
D Yes rzl No 

TIP: The answer questions 4.11 should 
Does the state in which the campus operates require representatives to be licensed I describe the recruitment activities and 
D Yes rzl No 

Are the titles of recruitment and enrollment personnel appropriate ? 
rzl Yes D No 

Does someone other than recruitment and enrollme nt personnel make final decisio1 
packaging, awarding, and d isbursement? 
rzl Yes D No D Not Applicab le (campu s does not participate i 

process and demonstrate compatibility 
with the educational objectives of the 
campus. The questions should also make 
clear how the evaluator made this 
determination and should not just be 
copied from the self-study/branch 
application. 
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4.17 

4.18 

4.19 

4.20 

4.21 

Are all recruiters supervised by the campus to ensure that their activities are in comp liance with all applicable 
standards? 
C8J Yes O No 

Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
C8J Yes D No 

ls there evidence that the campus properly awards transfer of credit? 
C8J Yes D No D Not Applicable 

Does the campus publicize its transfer credit policies , including policies related to accepting transfer credit from another 
campus? 
C8J Yes ONo Remove the "Skip to ... " 

statement when an empty 
Has the campus established articulat ion agreements with other institutions? "No" check box is next to it . 
C8J Yes D No fMf/Hj'.H/fte!/-t-fOn-+.-.&--:H6>F-Nc'IBSleA'r-Yl.~~'Fef.~l'l!H>l'--4-cM--10F--Afl, ~~mtH 

If Yes, has the campus published a list of institutions with which it has established the agreements? 
C8J Yes O No 

4.22 Does the campus provide documented notification to students of the articulation agreements and the transferability of 
credits in the programs that are offered? 
C8J Yes O No 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
C8J Yes D No 

If Yes, state the ~ge number(s) where the standards of satisfactory academic P.rogress PJlicy is published? 
he standards of SAP policy is found on pages 27 to 30 in the Erickson College 2013-2014 course catalog, effective 

fanuary 2013 and in the 2013-2014 Erickson College catalog addendum number 3, effective May 6, 2014. 

4.25 Does the standards of satisfactory academic progress (SAP) policy published in the catalog contain the following? 
(a) A definition of the maximum time frame allowed for students to comp lete a program as l.5 times the normal 

program length . 
C8J Yes D No 
(b) A schedule that designates the minimum percentage of work that a student must successfully complete at the end 

of each evaluat ion increme nt to complete the progra m within the maximum time frame . 
C8J Yes D No 
(c) Procedures for re-establish ing satisfactory academic progress. 
C8J Yes D No 
(d) A definition of the effects of the following on the CGPA and successful course -completion percentag e: 

Withdrawals. 
C8J Yes D No 
Incomplete grades. 
C8J Yes O No 
Repeated courses. 
C8J Yes O No 
Non-punitive grades. 
0 Yes O No C8J Not Applicable (campus does not offer) 
Non-credit or remedial courses . 
D Yes D No C8J Not Applicable (campus does not offer) 
A warning status. 
C8J Yes O No 
A probationary period. 
C8J Yes D No 
An appeal process. 
C8J Yes D No 

0 Not Applicable (campus does not use) 

An extended -enrollment status. 
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D Yes D No [gl Not Applicable (campus does not offer) 
The effect when a student changes programs. 
[gl Yes D No D Not Applicable (campus only offers one program of study 
The effect when a student seeks to earn an additional credential. 
[gl Yes D No D Not Applicable (campus only offers one credentia l) 
The implications of transfer credit. 
[gl Yes D No 

4.26 Does the campus apply its SAP standards consistent ly to all students? 
[gl Yes D No 

4.27 Are students who are not making satisfactory academic progress properly notified? 
[gl Yes D No D Not Applicable (no students are in violation of SAP) 

4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the program is one 
academic year in length or shorter? 
[gl Yes D No 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year where 
students must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent? 
[gl Yes D No D Not Applicable (all programs are less than two years) 

4.30 Are students who are not making satisfactory academic progress at the end of the second year dismissed? 
[gl Yes D No D Not Applicable (all programs are less than two years) 

4.31 Are qualitative and quantitative components evaluated cumulatively for all periods of a student's enrollment? 
[gl Yes D No 

4.32 Are students allowed to remain on financial aid while under warning status? 
[gl Yes D No D Not Applicable (campus does not participate in financial aid) 

If Yes, is the student informed of this policy? 
[gl Yes D No 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation, eligibility for financial aid 
reinstated and considered to be making satisfactory academic progress? 
[gl Yes D No D Not Applicable (there are no such students) 

4.34 Are students who are placed in an extended-enrollment status denied eligibility for federal financial aid (unless there are 
mitigating circumstances? 
D Yes D No [gl Not Applicable (campus does not have extended enrollment and/or does not 
part icipate in financial aid) 

4.35 Do credits attempted during the extended-enrollment status count toward the 1.5 times of normal program length? 
D Yes D No [gl Not Applicable (campus does not have extended enrollment) 

4 .36 For students who have exceeded one and one-half times the standard time frame and were awarded the original 
credential, were any additional financial obligations waived? 
D Yes D No [gl Not Applicable (there is no such student) 

4.37 Are students required to have a minimum CGPA of2.0 or its equivalent upon graduation from all programs? 
[gl Yes D No 

4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's qualifications? 
ir"fs. B iannca Regis, regional registrar, is responsible for the adminis tration of satisfactory academ ic progress. She 
rolds a bachelor 's degree in sociology from Roosevelt University, in Ch ieaga, Illinais. She is a certified registrar and 
pas also been certified to adm inister SAP. She is ass isted on-site by Ms. Ariel Woodward, who has 22 years 

va uatwn e, .. --~ 
The report will no longer include the city and state when 
describing a U.S. institution from which a faculty or staff 
completed their education. The country (state and city if 
appropriate) should be included when describing a non-U.S. 
institution . 
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exQ_erience as a registrar. 

4.39 Doe s the campus encourage and assist students who are experiencing difficu lty in progressing satisfactorily in their 
programs? 
[8l Yes D No 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a)[gl Scholarships. 
(b)[gi Grants. 
(c)O Loans. 
(d)0 The campus does not offer scholarships, grants, and/or loans. 

If Yes for any item, does the campus properly identify aU scholarship, grant, and loan programs? 
[8l Yes D No 

4.41 Does the campus fully disclose the terms, cond itions, and application procedures regarding campus loan, scholarship 
and grant programs in its catalog? 
[8l Yes D No 

4.42 Are all similarly circumstanced students who enro lled at the same time and in the same programs charged the same 
tuition and fees? 
[8l Yes D No 

4.43 Are tuition and fees clearly stated in the catalog? 
[8l Yes D No 

If Yes, have students confirmed receiving a copy of the catalog? 
[8l Yes D No D Not Applicable 

4.44 Do the financial records of students clearly show the following? 
(a) Charges. 
[8l Yes D No 
(b) Dates for the posting of tuition. 
[8l Yes D No 
(c) Fees. 
[8l Yes D No 
(d) Other charges. 
[8l Yes D No 
(e) Paym ents . 
[8l Yes D No 
(t) Dates of payment. 
[8l Yes D No 
(g) The balance after each transaction. 
[8l Yes D No 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
[8l Yes D No D Not Applicable (campus has not changed tuition or fees) 

4.46 ls the campus' refund policy published in the catalog? 
[8l Yes D No 

4.47 ls the refund policy fair, equitable, and applicable to all studen ts? 
[8l Yes D No 

4.48 Is the campus following its stated refund policy? 
[8l Yes D No 

4.49 Doe s the campus participate in Title IV financial aid? 
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4.50 

4.51 

4.52 

4.53 

4.54 

4.55 

4.56 

4.57 

4.58 

4.59 

4.60 

4.61 

[g!Yes □ No 

Who is resl.)onsible on-site for administering student financial aid, and what are this person's _gualifications? 
s. Brandy DeRocco, business operations mana er is res onsible for administeri ng student financia l aid. Ms. 

be Rocco holds a bac ' usmess a mmistration from DeVry mvers1 y. fthe 
National Assoc· on of Student Financ ial Aid Administrators NASFAA . Ms. DeRocco has worked in the ancial 
aid department a College for six years. 

Ts the pe rson who determi nes the amount of student awards , t also responsib le for disbursing those awards? 
[gJ Yes D No 

Are final student financia l aid award determinations made by 
recru itment? 
[gJ Yes □ No 

Ensure associations/organizations are spelled out and 
capitalized before the acronym 

Is the financial aid administrator a member of a state, regional, or nationa l financial aid assoc iation and up to date on 
procedmes and changes in the field? 
[gJ Yes D No 

Describe how the financial aid office stays cw-rent with regulation and policy changes in financial aid (include all 
appropriate memberships in professional organizations held by this individua l). 
Ms . DeRocco stays current with regu lation and policy changes in financia l aid by holding a membership in 
NAS FAA. She receives regular emai ls from NAS FAA concerning policy changes that affect student financ ial aid. 
F inancial aid advisors receive train ing in governmenta l regulat ions, institutio nal polic ies, and procedures on a 
regular basis . Ms . DeRocco part icipates in bi-weekly trainings and teleconferences led by WEC. Information is 
disseminated to the financia l aid staff via email, one-on-one interactio n, and during weekly staff meetings. 

ls there evidence that the fmancial aid administrator regularly partic ipates in professional awareness activities? 
[gJ Yes D No 

Does the campus have a written policy that accurately reflects the U.S. Department of Education's definition of a credit 
hour for credit hour programs and/o r clock-to-credit hour programs, includ ing conversion ratios? 
[gJ Yes D No 

Does the campus provide discou nts for cash received in advance of the normal payment schedule? 
D Yes [gJ No (Skip to question 4.58.) 

Describe the student services offered by the campus such as, but not limited to, structured tutoring, academic or 
persona l counseling, student orientation, etc. 
ffhe student services offered by the campus include new student orientation, wh ich is an opportun ity for all new 
stude nts to become familiar with campus personne l and procedures (no longer offered, but the team was able to 

erify current and past students partici pated); academic counseling offe red by the staff and faculty; financial aid, 
provided by the student finance office; free tutoring, avai lable to all students with faculty and student peers; and 
em loyment counse ling,offered by the manager of student services . 

Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points following the 
placement of the campus' graduates? 
[gJ Yes D No D Not Applicable 

Who is the person on staff responsible for the oversight of counseling students on employment opportunities, and what 
are this erson ' s qualifications? 

s. Kerri Eto, campus director of career services, is responsi ble for the oversight of counseling students on 
employment opport unities. She holds a bachelor 's degree in history from Albright College. Ms. Eto has worked in 
caree r services at Erickson College for four years, and has two years of prior experience as a college career services 
adv isor. 

Does the campus offer employmen t assistance to all students? 
[gJ Yes D No D Not Applicab le (campus enro lls only internat ional students on a student visa) 
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4.62 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
0 Yes IZI No 

4.63 The beginning enrollment on the most current Campus Accountability Report (CAR) is 654 
The ending enrollment reported on the previous year's CAR is 654 

4.64 Was the team able to verify the retention rate for the campus and for each program as reported on the Campus 
Accountability Report (CAR) last submitted to the Council? 
IZI Yes O No O Not Applicable 

4.65 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
IZI Yes O No O Not Applicab le (campus does not participate in financial aid) 

4.66 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan repay ment 
obligations. 
The students are counseled concerning student loan repayment obligations through: 

• discussion of repayment during the admissions process; 
• entrance counse ling, which conducted during the first financial aid a ointment; 
• exit counseling, which occurs before graduat ion; 
• instruct ion on how to access a financial literacy portal including repayment calcu lators, modules on 

managing finances, loan repayment and general financial literacy; and 
• after leaving the institution, students have access to a dedicated HELP team which provides ongoing 

support to students during their grace period and student loan payment. 
Students are encouraged to contact the campus financial aid office with questions and concerns. 

4.67 Describe the extracmTicular activities of the campus (if applicable). 
Students were encouraged to participate in the following documented 2013-20 14 extracurricular campus activities: 
chili cookoff, tricked -out trike race, student appreciation events, hallowee n Erickson murde r mystery costume art 
fa mode fashion showcase, portfolio showcase, career service week, maker's faire crafts, and game jams. 

FOR MASTER'S DEGREES ONLY 

4.68 Do all students enrolled in master's degree programs possess a bachelor's degree? 
0Yes 0No 

If Ne, insert the section number in parentheses, list student names, and explain: 

Remove all sub 
sections of the 
report that deal with 
credentials that 

- sss:c FJ8if :c uis sss il 

5. EDUCA TIONAL ACT IVITIES 

FOR ALL PROGRAMS +-- Do NOT remove sub headers for reviewed programs. Keeping these 
headers in the report helps makes sense of missing questions 

5.01 Are the credentials awarded by ~---- e with 
applicable state laws? 
IZI Yes O No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus , and what are this person's 
qualifications? 
Mr. Erickso n, the campus director, is assigned to oversee the educational activities of all programs at this campus. As 
already noted, Mr. Erickson holds a bachelor's degree in financial services from Roger Williams Univers ity and an 
MBA from Texas A&M of Commerce. Mr. Erickson shared he works collaboratively with the program chairs of audio, 
r 1m and information technology, Mr. Leron Withers oon, and the de artment chair of the design school, Mr. Jerr 
Blankenship. 

5.03 Does this person have appropriate academic or experiential qualifications? 
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IZ!Yes □ No 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and responsibility 
for the development and administration of the programs. 
Mr. ErieksoR statecl, aREI the teaFR ¥erifiecl, !hat tThe authority and responsibility for the development and 
administration of programs on this campus was delegated to program administrators with his oversight. Program 
administrators are responsible for providing expertise to corporate curriculum committees, faculty evaluations, 
peveloping and monitoring faculty development plans, facilitating instructors with necessary resources to fulfi!J the 
curricular object ives of the programs, among other duties. 

5.05 ls the time devoted to the administration of the educational programs sufficient? 
IZJ Yes D No 

5.06 ls there a published policy on the responsibility and authority of faculty in academic governance? 
IZI Yes D No 

5.07 Does the policy, at a minimum , address the role of the faculty in the fo!Jowing areas? 
(a) Development of the educational program. 
IZJ Yes D No 
(b) Selection of course materials , instructional equipment and other educational resources. 
IZJ Yes D No 
(c) Systemat ic evaluation and revision of the curricu lum. 
IZJ Yes D No 
(d) Assessment of student learn ing outco mes. 
IZJ Yes D No 
(e) Plannin g for institutional effectiveness. 
IZJ Yes D No 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
IZJ Yes D No 

5.09 Does the campus have any programs that require spec ialized or programmatic accreditation to obtain entry-level 
employment or licensure by the state in which the campus is approved? 
D Yes IZJ No (Skip to question 5.10) 

FOR NEW GR,".NTS ONLY 
Make adjustments for widows and orphans. (return/enter OR insert page break) 

FOR NEW t RANTS ONL y Orphan : word, line of text, heading, or caption at the bottom of a page wh ile the 
remainder of the text unit continues on the next page. 

5.10 Do he campus have any prog Widow: word, line of text, heading, or caption that extends to the top of the next 

D es 1ZJ No (Skip to 'i!!_!J~'::., .. J .. ~ 1 

FOR f..LL CAMPUSES 

FOR ALL CAMPUSES 

5.14 

5.15 

Are the educat iona l programs consistent with the ca mpus' mission and the needs of its students? 
IZJ Yes D No 

Do the formatio n of policies and the design of educational programs invo lve students, graduat es, administrators, 
faculty, and other interested parties such as advisory committees? 
IZJ Yes D No Incorporate how the team gathered this information , be it through 

5.16 Wh · · d ,.. • 1 d 'f" interviews or documentation . at prov 1s1ons are ma e 10 c ua 1 1erences ar _ 
Facult interv iewed b e team indicat ed that several unique factors assisted them in their efforts to provide for 
individual differences among stude nts. Tu toring is available for students who need it and students have access to an 
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array of learning reso urces in the classroo ms and additional learn ing educational reso urce spaces, e.g . equipm ent and 
computers. 

5.17 Describe the system in place to evaluate, revise, and make changes to the curriculum . 
Curriculum is revised regularly by WEC, the corporate entity that owns the campus. During curricu lum revision cycles 
corporate curric ulum writing teams elicit input and feedback from program chairs at WEC campuses, including 
Erickson College Phoenix, Arizona. Program chair s in turn elicit input and feedback from program instructors at 
regu larly sched uled meetings to crea te a reciprocal curricu lum development system. In addition, curric ulum revisions 
and suggestions can be directed to the co rate level through cam us chairs at other times. 

5.18 Does the faculty participate in this process? 
[g!Yes 0No 

5.19 ls credit appropriately converted in relation to total student contact hours in each class? 
[gJ Yes D No 

5 .20 If the campus awards academic credit to students who demon stra te subject competency based on academic, 
occupational, or personal experiences, is there an established systematic method for eva luating and awarding 
academic credit to which the campus adheres? 
[gJ Yes D No D Not Applicable ( campus does not award such credit) 

If Yes, is there appropriate docu mentation of the assessments of knowledge , skills, or competencies req uired? 
[gJ Yes D No D Not Applicable (no student has made such a request) 

5.21. Are courses and breaks scheduled appropriate ly, given the students' academic background and the coursework 
involved ? 
[gJ Yes D No 

5.22 Are the following appropriate to adequately support the number and natm·e of the general education cow·ses? 
(a) Faciliti es . 
0Y es 0No 
(b) Instructional equ ipment. 
[gJ Yes D No 
(c) Resources. 
[gJ Yes D No 
(d) Personnel. 
[gJ Yes D No 

5.23 Does the campus provide an environment for its faculty that is conducive to effective classroom instruction? 
[gJ Yes D No 

5.24 Are the quan tity and type of instructional materials and equipment proportionate to the size of the campus and types of 
programs? 
[gJ Yes D No 

5.25 Based on the team' s observation of the instructional material s used, interviews with stude nts and faculty, and a rev iew 
of software licenses, is the campus in compliance with applicable licensing and copyr ight laws? 
[gJ Yes D No 

5.26 Are official transcripts for all qualifying crede ntials and for those credentials listed in the catalog on file for all 
instructor s? 
[gJ Yes D No 

5.27 Have faculty transcripts from institutions not accredited by agencies recognized by the United States Departme nt of 
Educ ation been translated into English and eval uated by a member of the Association of International Crede ntial 
Evaluator s (AICE) or the National Association of Credentia l Evaluation Services (NACES) to determine the equiva lency 
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5.28 

5.29 

of the credentials to credentials awarded by institutions in the United States? 
D Yes D No IZ! Not Applicable (no faculty members hold fore ign credentials) 

ls there documented evidence of a systematic program of in-service training at the campus? 
IZ! Yes D No 

lf Yes, how is this documented. 

TIP: This question is often overlooked. Make sure the answer both 
parts are completed during read through. 

Evidence of systematic in-service training is documented in faculty files. Faculty files include dates of in-service 
activities, in-service topics, and certificates of participation. 

ls there evidence that appropriate faculty development plans have been developed and implemente d annually, including 
documentation to support completed activities listed on the plans? 
D Yes IZ! No 

If No for missing documentat ion of impleme ntation, insert the section numb er in parenthe ses, list 
facu lty nam es, and explain: 

____ .,. (Section 3-1-543 and Glossary): [SUMMARY: Five faculty members: Mr. Sam Kettering, Ms. Janice Thoma s, Dr. 
Sections 
should 
be BOLD 

5.30 

5.31 

5.32 

fferesa Samms, Mr. Joel Tims, and Ms. Samantha Faith, lack evidence of implementat ion of professional growth 
activities as outlined in their faculty development plans.] [DETAILS: The faculty members had a range of activ ities 
~isted in the plan for completion within the 2013 - 2014 year but they all lacked evidence of completion. For example, 
Mr. Kettering was scheduled to attend a sess ion of the International Conference on Digital Audio but did not go. There 

ere no activities listed on the 2014 plan 

Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty meetings? l 
IZI Yes D No Findings start with a summary statement of the area of non-

compliance ... 
Is there an adequate core of full- and/or part-tirr followed by a description of the issue. 
the educational programs? 
IZ! Yes D No 

Does the institution utilize contracts and/or agreements with other institutions or entities? 
IZI Yes D No 

lf Yes, do the contracts and/or agreements comply with all requirements of the applicable criterion? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, AND BACHE LOR 'S DEGREES ONLY 

5.35 Are instructors teaching genera l educat ion courses assigned in keep ing with the minimum requirements as stated in 
the Accreditation Criteria? 
IZ! Yes D No 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

5.36 Does the program include a minimum of 15 semester, 22 .5 quarter hours, or their equivalent in general education 
courses? 
IZ! Yes D No 

5.37 Do the programs' genera l educa tion courses meet Council standards in that the courses p lace emphas is on principles 
and theory not on practical app lications associated with a particular occupation? 
IZ! Yes D No 

5.38 Are at least one-half of all courses that are part of each associate's degree program taught by faculty members who 
have graduate degrees, professional degrees, or bachelo r 's degrees plus professional certification? 
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IZ!Yes □ No 

FOR BACHELO R'S DEGREES ONLY 

5.39 Does the program include a minimum of 36 semester hours , 54 quarter hours, or their equivalent in general education 
courses? 
IZJ Yes D No 

5.40 Do the program 's general education courses meet Council standards? 
IZJ Yes D No 

5.41 Are at least one-half of all lower-division subjects and all upper-division courses that are part of the bache lor 's 
degree program taught by faculty members who have graduate degrees, professional degrees , or bachelor 's degrees 
plus professional cert ification? 
IZJ Yes D No 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location, square footage, distribution of 
space, parking situation and any other pertinent information). 
ffhe main camp us is a 70,000 square foot facility located at 4750 South 44th Place in Phoenix, Arizona. The campus 
has ample parking for students and staff, also the campus is located on a central bus transportation route. The 
building is comprised of 39 classrooms, a student lounge, student store, learning resource center, laptop helpdesk, 
sewing lab, drawing studio, pattern making lab, motion capture lab, tabletop photo area, faculty and staff lounge, 
production center, materials resource center, fi le room, faculty and staff workspace area, confere nce room, and main 
reception. One classroom is equip ped with a collapsib le wall which can provide a large auditorium style room and 
two studios provide specialty equipment for film and video product ion. Seating capacity for each room varies from 
as few as 12 seats to as many as 40. A dedicated motion capture room is utilized by the game production program . 

he learning site, located at 1425 W. 14th Street in Tempe, Arizona, contains 25,000 developed square feet out of 
45,000 total square feet of space . The building is comprise d of 6 classrooms, a theatre, film stage, live productio n 
stage, studio, faculty and staff lounge, and faculty and staff workspace area. The I 00+ seat theater allows for student 

ork to be presented and reviewed along with film history classes and general assemblies. The campus prov ides 
shutt le service for student and staff between both locations. 

6.02 Does the campus utilize any additional space locations? 
D Yes IZJ No 

6.03 Does the campus utilize learning sites? 
IZJ Yes D No 

If Yes, list the name and address of each learning site and identify any administrative services offered at the site. (Please 
see section 13 for additional infonnation) 
The Tempe campus is located at 1425 W. 14th Street in Tempe, Arizona. The campus is less than five miles away 
and about a five minute drive from the Phoenix campus. Courses for two programs are housed at the learning site, 
audio production and film and video production. Mr. Leron Witherspoon, department chair for both programs, is 
housed at the Tempe learning site and maintains his office at the site. Additiona lly, two faculty members teach core 
classes at the Tempe classes . 

Student services are accessible to students at the oversight campus in Phoenix. These include tutor ing, financ ial aid, 
caree r services , library and other services documented in the student relations report . A career serv ices staff member 
is avai lable to students in the Tempe location each day. The campus has a shuttle avai lable for transport between the 
two campuses . The shuttle can be requested via call or text. The learning site does not currently have a learning 
resource center, but the faculty has initiated plans to develop a mini library to encourage the further use of library 
resources in core courses . 

6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student population and the 
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programs offered? 
~Y es 0No 

6.05 Are the following appropriate to support the student population and the programs offered at all locations (including 
additional space and learning sites)? 
(a) Equipment 
~Yes 0No 
(b) Instructional tools 
~Yes 0No 
( c) Machinery 
~Yes 0No 

6.06 Ts there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanitation regulations? 
~ Yes D No D Not Applicable 

7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, number, and volume if agP.!2Jlriate)? 
[The catalog used during the evaluation was the 2013-2014 version, effective January 20 13 and addendum 3, effective 
May 6, 2013. The cataog supplement was updated while the team was on-site. 

7.02 Does the self-study or branch application part 11 accurately portray the campus? 
~ Yes 0No 

7.03 Does the campus publish a catalog that is appropriately printed and bound and available to all enrolled students? 
~ Yes 0No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
~Yes 0No 
(b) An indication of the year or years for which the catalog is effec tive on the front page or cover page. 
~ Yes 0No 
(c) The names and titles of the administrators. 
~Yes 0No 
(d) A statement of legal control which includes the names of trustees, directors , and officers of the corporation. 
~Yes 0No 
(e) A statement of accreditation 
~ Yes D No D Not Applicable (initial applicant) 
(f) A mission statement. 
~Yes 0No 
(g) A listing of full-time faculty members which lists all qualifying credentials held along with the awarding institution 

and the area of teaching specialization. 
~ Yes 0No 
(h) An academic calendar. 
~ Yes 0No 
(i) A full disclosure of the admission requirements. 
~ Yes 0No 
(j) A statement for each curriculum offered that includes a statement of objective or purpose; an accurate and 

complete listing of all courses in the curriculum with a unique identifying number and title, the credit or clock 
hours awarded; the total credit or clock hours required to complete the CUtTiculum; any necessary requirements for 
certification, licensing, or registration needed to work in the field; and any additional requirements that must be 
met to complete the curriculum. 

~ Yes 0No 
(k) A description of each course offered that includes the identifying number, title, credit or clock hours awarded, a 

concise description of the course contents, and any necessary prerequ isites. 
~Yes 0No 
(I) An explanation of the grading system that is consistent with the one that appears on the student transcript. 
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[g!Yes ONo 
(m) A definition of the unit of credit. 
[gJ Yes D No D Not Applicable (The campus does not award credit) 
(n) A complete explanation of the standards of satisfactory academic progress. 
[gJ Yes D No 
( o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the requirements 

necessary for completion of each. 
[gJ Yes D No 
(p) The transfer of credit policy. 
[gJ Yes D No 
(q) A statement of the tuition , fees, and any other charges. 
[gJ Yes D No 
(r) A complete and accurate listing of all scholarships, grants, and/or loans offered. 
[gJ Yes D No D Not Applicable (no scholarships, grants , or loans offered) 
(s) The refund policy. 
[gJ Yes D No 
(t) A statement describing the student services offered. 
[gJ Yes D No 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student handbook instead 

of catalog). 
[gJ Yes D No D Not Applicable (initial applicants only) 

7.05 Does the campus offer degree programs? 
[gJ Yes D No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numbering system (for all levels). 
[gJ Yes D No 
(b) Identification of courses that satisfy general education requirements (for occupational associate 's, academic 

associate ' s, and bachelor 's degrees only). 
[gJ Yes D No 
(c) Identification of courses that satisfy the concentration requirements (for academic associate's and bachelor's 

degrees only). 
[gJ Yes D No 
(d) Identification of courses that satisfy the upper-division (for bachelor's degrees only). 
[gJ Yes D No D Not Applicable 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes [gJ No (Skip to Question 7.07.) 

7.07 Does the catalog contain an addendum /supplement? 
[gJ Yes D No 

(a) Is the catalog updated at an appropriate interval (the addendum /supplement should not be used as a substitute for 
meeting this expectation)? 

[gJ Yes D No 
(b) Does the addendum supplement include the school name, location, and effective date for the entire document (or 

for individual sections if effective dates vary)? 
[gJ Yes D No 
(c) Do students receive a copy of the addendum/supplement with the catalog? 
[gJ Yes D No 

7.08 Is the catalog available online? 
[gJ Yes D No 

If Yes, does it match the hard copy version? 
[gJ Yes D No 
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7.09 Does the campus utilize a multiple-school catalog? 
D Yes [gJ No (Skip to Question 7.10.) 

7.10 ls all advertising and promotional literature, thro 
truthful and dignified? 
[gJ Yes D No 

TIP: "If No, insert the sect ion number ... " should be eliminated when 
a comment is added here for clarity, and is not a finding. 

If No, insert the section number in parenthe and explain: 
p:rickson College is in teach out and is no longer advertis ing its programs to prospective students. The campus, 

owever, maintains. The website and cata log clearly state that the ca mpus is no longer enro lling students into its 
programs. 

7. l l Is the correct name of the campus listed in all advertising, web postings and promotional literature? 
[gJ Yes D No 

7.12 Where does the campus advertise (publicat ions, online, etc.)? 
ffhe campus maintains public disclos ures and addresses for both the camp us and learning site on the website at 

ww.Ericksoncollege .edu. The campus is in teach out and and does not advertisc_Jo_prosp~~ ive students. The cam 
sto ed advert ising after the announceme nt of its closure in December 2012 . 

Are all print and electronic advertisements under acceptable headings? 
[gJ Yes D No 

7.13 Does the campus use endorsements, commenda tions, or recommendations in its advertising? 
D Yes [gJ No (Skip to Question 7.14.) 

7 .14 Does the campus utilize services funded by third parties? 
D Yes [gJ No (Skip to Question 7.15.) 

7.15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for job placement 
or salary for graduates? 
[gJ Yes D No 

7. 16 Is the phrase "for those who qual ify" prope rly used in all advertis ing that references financial aid? 
D Yes D No [gJ Not Applicable (campus does not participate in financial aid) 

ffhe campus does not advertise, as it is in teach out. 

7. 17 What institutional perf01mance information does the campus routine ly provid e to the pub lic? 
ffhe campus provides campus level placement rates and graduat ion rates and cumulative multicam us on time 
comp_!etion rates. 

Where is this information published and how frequently is this information being updated? 
he erformance data is_uppated annually. 

8. LIBRARY, INSTRUCTIONAL RESO URCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resources? 
[gJ Yes D No 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at nonmain 
campuses? 
[gJ Yes D No 

8.03 Does the campus provide train ing and support to faculty and students in utilizing library resources as an integral part 
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of the learning process? 
[gl Yes D No 

8.04 Are adequate staff provided to support the development, organization of the collection, and access of library 
resources? 
[gl Yes D No 

8.05 Describe how the campus develops continuous assessment strategies for resources and information services? 
ffhe campus learning resource center (LRC) provides request forms for instructors and students to make forma~ 
equests for library resources and information services. Additionally, the learning resource center specialist, Mr, 

!Ryan Knowlton, informally surveys instructors and students to assess their continuing needs for library resources. 

Are these methods appropriate? 
[gl Yes D No 

8.06 Is the library staff adequately trained to support the library? 
[gl Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S , AND MASTER'S DEGREES 
ONLY 

8.07 Is the campus' established annua l budget appropriate to the size and scope of the campus and the programs offered, 
and is the allocation appropriately expended for the purchase of books, periodicals, library equipment, and other 
resource and reference materials? 
[gl Yes D No 

8.08 What is the amount of the current year 's library budget excluding personnel allocations? 
[The current year's library budget is $18,000. 

8.09 What portion of the current year's library budget has been spent and how has the money been allocated? 
What portion of the current year's library budget has been spent and 
Of the annual $ 18,000 library budget, $3,4 10.45 has been spent to date (approximately 19%). 
How has the money been alloca ted? 
Of the money spent, $1,750.00 was allocated to renew a subscription to Lynda.com (professional development tutorial 
web resource) and the remainder was used to purchase magazines, journals, books, DVD's and video games. 

8.10 Ts there evidence that the faculty have major involvement in the selection of library resources? 
[gl Yes D No 

8.11 Are the library hours adequate to accommodate the needs of aJI students? 
[gl Yes D No 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

8.12 Describe how the faculty inspire, motivate, and direct student usage of the library resources? 
[n interviews with the team, faculty shared that they encourage students to utilize on-s ite library resources for 
research projects and other classroom assignments. Also, the LRC specialist, Mr. Knowlton , facilitates student 
helpers in the LRC who assist students with library and information resources. At the Tempe learning site, 
·nstructors have initiated a plan to bring library resources from the main campus to facilitate student research there. 

he school provides transportation between the main and campus addition to facilitate student access to library and 
· nformation resources. 

Are these methods appropriate? 
[gl Yes D No 

8.13 Ts the Dewey Dec imal, Library of Congress, or other appropriate system of classification used to organize the library 
materials? 
[gl Yes D No 
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8.14 Are records of physical and/or online resources and circulation accurate and up to date? 
C8J Yes O No 

8.15 If interlibrary agreements are in effect, are the provisions appropriate, do they ensure practical use and accessibility to 
the students, and is evidence of student use documented? 
0 Yes O No C8J Not Applicable (no interlibrary agreements) 

8. 16 Describe any full-text online collections available to students. 
ull-text onl ine collections availab le to students include Academic Search Premier, Art & Architect ure, Berg 

fas hion Library, Business Source, Chron icle of Higher Educat ion, Credo Reference, Criminal Justice with Full Text, 
e Tec h Cybrary Databases, Ebsco eBoo ks, Educat ion Research, eMarketer Features, ERIC, First Research, 
GreenFile, Hoove rs, IEEEXplore, Library Information Science & Technology, Master File Premier, Newsstand, 
Opposing Viewpoints, Oxford Art Online , Regional Business News, Safari eBooks, and Stylesight Brochure . 

8.17 Are the library physical hold ings and /or full-text online collections up to date and adequate for the siz.e of the 
campus and the breadth of and enrollment in its educational programs? 
C8J Yes D No 

8.18 Does the library collection include holdings in the humaniti es, arts, social sciences, and sciences, including 
mathematics? 
C8J Yes D No 

FOR ACADEMIC ASSOCIATE'S AND BACHEL OR'S DEGREES ONLY 

8.19 Who is the on-site librarian, what are this person's qualifications, and what are his or her hours on-site? 
he librarian is Ms. Shalonda Meeks, WEC's regional director of library services for this area. Ms. Meeks holds a 

bachelor's degree in mass communication from Texas State University, and a master's degree in library science from 
exas Woman's University. Mr . Jerrod Rayburn is the on-site learning resource specialist. Mr. Rayburn has been 

~a ined by Ms. Meeks to facilitate the library needs of students and faculty on-site at the main Erickson College 
Phoenix, Arizona campus and it's learning site located at 14th Street. Mr. Rayburn's hours are Monday - Friday, from 

:00 a.m. to 6:00 .m. The librar is o en from 8:00 a.m. to 10:00 .m. on Monda - Thursda · 9:00 a.m. to 5:00 
p.m. Friday; and 9:00 a.m. to 4:00 p.m. on Saturday. During the hours that Mr. Knowlon is not available, two trained 
student workers are res_ponsible for library overs ight. 

(a) Supervise and manage the library and instructional resources? 
C8J Yes D No 
(b) Facilitate the integration of instructional resources into all phases of the ca 

offerings? 
C8J Yes D No 
(c) Assist students in the use of instructional resources? 
C8J Yes D No 

Use the word "to" instead of a hyphen when 
stat ing a range, that is introduced with "from ". 

8.20 Are all individuals who supervise the library and assist students with library functions well-trained and competent in 
both using and aiding in the use of the library technologies and resources? 
C8J Yes D No 

8.21 Have library staff transcripts from campuses not accredited by agencies recognized by the United States Department of 
Education been translated into English and evaluated by a member of the National Association of Credential Evaluation 
Services (NACES) or the Association of International Credential Evaluators (AICE) to determine the equivalency of the 
degrees to degrees awarded by campuses in the United States? 
0 Yes O No C8J Not Applicable (staff do not hold foreign credentials) 

8.22 ls documentation on file to reflect the librarian's participation in professional growth activities? 
C8J Yes D No 

8.23 Are the hours the library is open adequate to accommodate the needs of all students? 
C8J Yes D No 
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8.24 Does the library make available appropriate reference, research, and information resources to provide basic support for 
curricular and educational offerings and to enhance student learning? 
[gJ Yes D No 

GENERAL COMMENTS: 
The LRC at Erickson College, is overseen by a competent coporate regional librarian. Mr. Knowlton, is responsible for the day 
to day operation of the learning resource center with training and oversight from Ms. Henderson. Mr. Knowlton assists faculty 
and students and oversees student helpers work ing in the library. The library offerings are significant and sufficient for the 
programs being taught at the campus. 

9. PROGRAM EVALUATION 
Bachelor's Degree in Fashion Design and Merchandising 

FOR ALL PROGRAMS 
ACICS credential should match the listing on 
page 2. 

9.0 I Is Iicensure, certification or registration required to practice in the specific career field? 
D Yes [gJ No (Skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
Ms. Leronica Spokes is the lead instructor for the fashion design and merchandising program. She reports to Mr. 
Jerry Blankenship, the program chair of graphic des ign. Ms. Spokes received her bachelor's degree from Nor thern 
Arizona University in speech communication and received an associate's degree in fashion des ign from the Fashion 
[nst itute of Design. 
Mr. Jerry Blanken ship, holds a BFA in graphic design from Michigan University and a master's degree in visual 
communications from Arizona State Univers ity. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[gJ Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibi)jty for the development and 
administration of the educational program(s)? 
[gJ Yes D No 

9.05 Are the time and resources devoted to the administration of the educat iona l program(s) sufficient? 
[gJ Yes D No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student achievement 
outcomes which meet or exceed- the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > I year in length) OR 70 percent (programs~ I year in length)? 
D Yes [gJ No D Not Applicable (Branch Inclusion only) 
(b) Student placement rate of70 percent? 
D Yes [gJ No D Not Applicable (Branch Inclusion only) 

If No, does the campus provide one of the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, analysis 
and activities to meet or exceed Council requirements? 
[gJ Yes D No 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
[The program utilizes several forms of community resources that contribute to the enrichment of the student experience. 
Field trips and guest speakers are the most significant activities. During Fashion Week, industry professionals reviewed 
student projects and fashion portfolios and gave individual feedback and recommendations. The Quantum Initiative 
(QI) center hosts guest speaker events on a variety of cross departmental topics, including topics on how to start a 
business and how to use social media for business. Students have attended fashion events administrated by The Fashion 
Group International of Arizona (FGT). Ms. Spokes is also the regional director for the FGI - Arizona, and she is closely 
~nvolved in organ izing these field trips. In January 2014, the students were taken to Professional Business Practices for 
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Fashion Design. 

9.08 ls the utilization of community resources sufficient to emich the program? 
[gJ Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately desctibe the program and 
its object ives? 
[gJ Yes D No 

9. IO For programs that include practica, externships, or internships, does the inst itution have a written and mutually 
signed agreement that outlines the arrangemen t between the institution and the practicum si te, includin g specific 
learnin g objectives , course requirements, and evaluation criteria? 
[gJ Yes D No D Not Applicable (these elements are not part of the program or no student is at the 
point of needing them) 

9 .11 Does the program use independent studies? 
[gJ Yes D No 

9.12 Are independe nt studies used approp1iately, and is there a contract signed by the stude nt and the institution that meets 
Council standards 
[gJ Yes D No 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives of the 
program? 
[gJ Yes D No 

9.14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
[gJ Yes D No 

9.15 ls an appropriately detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
[gJ Yes D No 
(b) Course numbers 
[gJ Yes D No 
(c) Course prerequisites and/or coreq uisites 
[gJ Yes D No 
(d) Instructional contact hours/credits 
[gJ Yes D No 
(e) Learning objectives 
[gJ Yes D No 
(f) Instructional materials and references 
[gJ Yes D No 
(g) Topical outline of the course 
[gJ Yes D No 
(h) Instructional methods 
[gJ Yes D No 
(i) Assessment crite1ia 
[gJ Yes D No 
(j) Method of evaluating students 
[gJ Yes D No 
(k) Date the syllabus was last reviewed 
[gJ Yes D No 
For Title IV participant campuses that have lecture courses in credit hour program s or clock -to-credit hour 
programs only: 
(1) Out-of-class work assignments that suppott the learning objectives for the course 
[gJ Yes D No D Not Applicable (Branch Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the work 
assignments 
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[g!Yes □ No D Not Applicable (Branch Inclusion OR clock hour program) 

9 .16 Do students confirm that they receive a course syllabus and that it is followed? 
[gJ Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
[gJ Yes D No 

9.18 Was the team able to verify the backup documenta tion to support the placement rate for the program(s) as reported on 
the last Campus Accountability Repo1t submitted to the Council? 
[gJ Yes D No D Not Applicable (there have been no graduates) 

How many calls to employers or graduates were attempted? 
There were five calls made to employers or graduates. 

How many calls to emp loyers or graduates were successful? 
Of the five calls, there were two successful contacts. 

How many of the successful contacts confirmed the emp loyment of the graduate as reported on the CAR? Please 
explain any discrepancy betwee n the number of successful contacts and confirmations. 
All of the successful contacts confirmed em loyment of the graduates as re orted on the 2013 CAR. 

9 .19 Was documentation on file to verify graduates classified on the CAR as "not available for placement''? 
[gJ Yes D No D Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Doe s the campus participate in Title IV financial aid? 
[gJ Yes D No 

9.21 Does the campus' written procedures (as evidenced by their academic credit analysis) support the written policy and 
definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
[gJ Yes D No D Not Applicable (Clock hour programs only) 

9.22 Ts there evidence that out-of-class work or the equ ivalency is being evaluated? 
[gJ Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
he team reviewed fashion portfolios provided by the lead instruc tor Ms. Leronica Spokes. The portfolios conta ined 

homework covering fashion collections illustrated as colored sketches and flat technical sketches. Additional homework 
assignments reviewed by the team included activities in which students prepared self-promoting materials and linked-in 

rofiles. The team was able to verify that out of class work is raded and included in evaluation of the course b 
reviewing online grade books on the Engrade system. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately sup] 
(a) Facilitie s. 
[gJ Yes D No 
(b) Instructional equipment. 
[gJ Yes D No 
(c) Resources. 
[gJ Yes D No 
(d) Personne l. 
[gJ Yes D No 

TIP: It is important that this answer not only confirms that assignments 
and grades were reviewed, but also that the grade was being 
incorporated in the students' final grade. 

9.24 Are the following elements appropriately incorporated into the instructional co mponents of the program? 
(a) Systematic planning. 
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[g!Yes 0No 
(b) Well-defined instructional objectives. 
[gJ Yes D No 
(c) The selection and use of appropriate and current learnin g materials. 
[gJ Yes D No 
(d) Appropriate modes of instruct ional delivery. 
[gJ Yes D No 
(e) The use of appropriate assessment strategies. 
[gJ Yes □No 
(0 The use of appropriate experience s. 
[gJ Yes D No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S , AND 
BACHELOR'S DEGREES ONLY 

9.26 Do the faculty members ' qualifications meet the minimum requirements outlined in the Accreditation. Criteria, and 
are the ir qualification s academically and experientially appropriate to the subject matter they teac h and the leve l of 
the credential awarded? 
[gJ Yes D No 

9 .27 Is the size of the faculty appropriate to the total student enrollment? 
[gJ Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S AND MASTER'S DEGREES 
ONLY 

9.28 ls an adequate core of full- and part-time faculty employed to ensure sound direct ion and continuity of development 
for the program? 
[gJ Yes D No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER 'S, DEGREES ONLY 

9.29 Are teachin g loads reasonable? 
[gJ Yes D No 

FOR BACHELOR 'S DEGREES ONLY 

9 .42 Is the number of hours req uired to complete the program at least 120 semester hours, 180 quart er hours, or their 
equivalent, earned over a period of eight semeste rs, 12 quarters, or the equivalent? 
[gJ Yes D No 

9.43 Is there a minimum of 60 semester hours, 90 quar ter hours, or their equivalent in co urses within the area of 
concentration? 
[gJ Yes D No 

9 .44 If the institution offers only the last two years of the bachelor 's degree program, do the catalog and all advertising 
materials clearly desc1ibe the requirement s for admission? 
D Yes D No [gJ Not Applicable (institution offers all four years of the degree) 

9.45 Does the curricul um quantitatively and qualit atively approximate the standard s at other collegiate institutions 
offering the same degree? 
[gJ Yes D No 

9.46 ls enrollment in the third and fourth years of the bachelor's program suffic ient to support regularly scheduled classes 
and laboratory work? 
[gJ Yes D No D Not Applicable (no students in the third and fourth years) 
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9.47 Are the third- and fourth-year courses based upon appropriate prerequisites? 
[gl Yes D No 

9. PROGRAM EVALUATION 

Bachelor's Degree in Film and Video Production 
Academic Associate's Degree in Graphic Design 
Bachelor's Degree in Gra hie Design 

FOR ALL PROGRAMS 

9.01 ls licensure, certification or registration required to practice in the specific career field? 
D Yes [gl No (Skip to question 9.02) 

9.02 Who is assigned to administer the academic rogram(s), and what are this J?!fSon' s qualifications ? 
. Jerry Blankenship is the graphic design program chair. Mr. Blankenship has been at the Erickson College campus 

or 14 years. For his first 7 years, he served as an instructor of graphic design and then he was program chair of the 
raphic design program for 5 years. Since 20 12, Mr. Blankensh ip has served as chair of all design programs at the 

camp us. He holds a bachelor's degree in graphic des ign from Michigan State University and a master's degree in visual 
communication design from Arizona State University. Previously, Mr. Blankenship worked as an advertising agency art 
clirector and designer for varied corporate print clients such as Ford Motor Company and General Motors at the J. 
Walter Thompson advertising agency. As a participant in the Creative Connection, he interfaces with other desig" 
frofess ionals in the area. In his position as rogram chair, he su ervises three adjunct instructors and current ly teaches 
~roxi mately 10 hours_P.er week. 

Mr. Leron Witherspoon serves as program cha ir for the film and video production program at the campus. He has been 
at Erickson College for four years and in his current position for approximately 18 months. Mr. Witherspoon holds a 
bachelor's degree in sculpture and art history from Florida State University and has completed 2 1 hours in graduate 
study in art history at the University of Arizona. He also has other specialized training in script and story writing as well 
as acting and scene study . Mr. Witherspoon has an extensive professional history of many years in video/film 
production working as a director, producer, and consultant. His clients have included Coca-Cola, McDonald's, ESPN, 
Sears, Showtime, and several episodic television productions. He is a member of the Director's Guild of America 
(DOA) as well as Arizona Producer's Assoc iation (APA) . In the film and video rogram, he oversees one full-time 
·nstructor and three adjunct instructors. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[gl Yes D No 

9.04 ls there evidence that the program administrator has sufficient authority and responsibility for the development and 
administration of the educational program(s)? 
[gl Yes D No 

9.05 Are the time and resources devoted to the admfoistration of the educat iona l program(s) sufficient? 
[gl Yes D No 

9.06 Does the program meet the needs of its students and the requireme nts of the Counc il, as shown by student achievement 
outcomes which meet or exceed- the standards for the following areas : 
(a) Student retention rate of 65 percent (programs > I year in length) OR 70 percent (programs :S I year in length)? 
D Yes [gl No D Not Applicab le (Branch Inclusion only) 
If no, p lease list programs that fall below the rates 
ffhe campus fell below the standards in the academic associate's degree program in graphic design. 

(b) Student placement rate of70 pe rcent? 
If no, please list programs that fall below the rates: 

he cam us fell below the standards in the bachelor's degree rogram in film and video_Rroduction. 
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0Yes [gj No D Not Applicable (Branch Inclusion only) 

If No, does the campus provide one of the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, analysis 
and activities to meet or exceed Council requirement s? 
[gJ Yes D No 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
Professionals in the design industry particip ate in portfolio reviews on a regular basis for the purposes of both critique 
and job placement possibilities. Students visit design studios and print houses to further acquaint themselves with the 
professional work environment. The campus seeks to bring in local professional designers and film makers to further 
broaden the students' learning experience. Past speakers have included producer s, directors , filmmakers and print 
designers such as local documentary filmmaker Mr. Cory Skaaren, who spoke on breaking into the film world. Lavage 
Advertising Agency art director Ms. Melissa Brenneman spoke to student s about potential careers in advertising design. 
Field trips also are conducted to area design studios or product ion house venues such as the Phoenix Suns Arena to tour 
the extensive audio/visual production facility at the stadium. The campus also hosts Phoenix Fashion Week events 
where different design departments collaborate to produce a high profile community fashion show event. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
[gJ Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the program and 
its object ives? 
[gJ Yes D No 

9.10 For programs that include practica, externships, or internships, does the institution have a written and mutually 
signed agreement that outline s the arrangem ent between the institution and the practicum site, includin g specific 
]earning objectives, course requirement s, and evaluation criteria ? 
D Yes D No [gJ Not Applicable (these elements are not part of the program or no student is at the 
point of needing them) 

9 .11 Does the program use independent studies? 
[gJ Yes D No 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution that meets 
Council standards 
[gJ Yes D No 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives of the 
program? 
[gJ Yes D No 

9 .14 Are course prerequisites appropriate, are they identified in the catalog , and are they being followed? 
[gJ Yes D No 

9.15 Is an appropriately detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
[gJ Yes D No 
(b) Course numbers 
[gJ Yes D No 
(c) Course prerequisites and/or corequisites 
[gJ Yes D No 
( d) Instructional contact hours/credits 
[gJ Yes D No 
(e) Learning objectives 
[gJ Yes D No 
(t) Instructional mate1ials and references 
[gJ Yes D No 
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(g) Topical outline of the course 
[gl Yes D No 
(h) Instructional methods 
[gl Yes D No 
(i) Assessment criteria 
[gl Yes D No 
(j) Method of evaluating students 
[gl Yes D No 
(k) Date the syllab us was last reviewed 
[gl Yes D No 
For Title IV participant campuses that h<ive lecture courses in credit hour programs or clock-to-credit hour 
programs only: 
(I) Out -of-class work assignments that suppo11 the learning objectives for the course 
[gl Yes D No D Not Applicable (Branch Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the work 
assignments 
[gl Yes □ No D Not Applicable (Branch Inclu sion OR clock hour program) 

9.16 Do students confirm that they rece ive a course syllabus and that it is fo llowed? 
[gl Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
[gl Yes D No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the program(s) as reported on 
the last Campus Accountability Report submitted to the Coun cil? 
[gl Yes D No D Not Applicable (there have been no graduates) 

How many calls to employers or graduates were attempted? 
he following numbers of calls were made to employers or graduates for the following programs: 

'Academic associate's degree in graphic design: 10 
Bachelor' s degree in graphic design: 10 
!Bachelor's degree in film and video production: LO 

How many calls to employers or graduates were success ful? 
The following numbers of calls, by program , were successful: 
Academ ic associate's degree in graphic design: 4 
~ac helor's degree in graphic design: 3 
Bach elor's degree in film and video production: 3 

How many of the successfu l contacts confirmed the emp loyment of the graduate as reported on the CAR? Please 
exp lain any discrepancy between the number of successful contacts and confirmations. 
All successful calls in all rograms confirmed the em loyment of the graduate as re orted on the CAR. 

[There were graduates in the interior design and digital video production, but no enrollment at the time of the visit. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not availab le for placement' '? 
[gl Yes D No D Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
[gl Yes D No 

9.21 Does the campus' written procedures (as evidenced by their academic credit analysis) support the written policy and 
definition of a credit hour as defined by the U.S. Depa rtment of Ed ucation for Title IV funding? 
[gl Yes D No D Not Applicable (Clock hour programs only) 
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9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
[gl Yes D No D Not Applicable (Clock hour programs only) 
If Yes, briefly describe the documentation of evaluation viewed on site. 

he team was presented with homework assignmen ts and the resulting homework turned in by the students. The 
homework had a grade assigned to it which was then recorded on a grade score sheet that could be viewed by the 
students online. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately suppo1t the number and nature of the program? 
(a) Facilities. 
[gl Yes D No 
(b) Instructional equipment. 
[gl Yes D No 
(c) Resources. 
[gl Yes D No 
(d) Personnel. 
[gl Yes D No 

9.24 Are the following elements approptiate ly incorporated into the instructional components of the program? 
(a) Systematic planning. 
[gl Yes D No 
(b) Well-defined instructional objectives . 
[gl Yes D No 
(c) The selection and use of appropriate and current learning materials. 
[gl Yes D No 
(d) Appropriate modes of instructional delivery. 
[gl Yes D No 
(e) The use of appropriate assessment strategies. 
[gl Yes 0No 
(f) The use of appropriate experiences. 
[gl Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S, AND 
BACHELOR'S DEGREES ONLY 

9.26 Do the facu lty members' qualificat ions meet the minimum requirement s outl ined in the Accreditation Criteria, and 
are their qualifications academ ica lly and experientially appropriate to the subject matter they teach and the leve l of 
the credential awarded? 
[gl Yes D No 

9 .27 Is the size of the faculty appropriate to the total student enrollment? 
[gl Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S, BACHELOR'S AND MASTER'S DEGREES 
ONLY 

9 .28 ls an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of deve lopment 
for the program ? 
[gl Yes D No 

FOR ACADEMIC ASSOCIATE'S , BACHELOR 'S, AND MASTER 'S, DEGREES ONLY 

9.29 Are teaching loads reasonable? 
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[g!Yes □ No 

FOR ACA DEMIC ASSOCIATE'S DEGRE ES ONLY 

9 .37 l s the number of hours required to complete the program at least 60 semester hours, 90 quarter hours , or their 
equivalent, earned over a period of four semesters, six quarters, or the equivalent? 
[gJ Yes D No 

9.38 Ts there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area of 
concentration? 
[gJ Yes D No 

9.39 Does the curricu lum quantitatively and qualitatively approxi mate the standards at other collegiate institutions 
offering the same degree? 
[gJ Yes D No 

9.40 Is enrollment in the second academic year of the two-year program sufficient to support regular ly scheduled classes? 
[gJ Yes D No D Not Applicable (no students in the second year) 

9.41 Are the second -year courses based upon appropriate first-year prereq uisites? 
[gJ Yes D No D Not applicable 

FOR BAC HELOR 'S DEGREES ONLY 

9.42 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, or their 
equivalent , earned over a period of eight semesters, 12 quarters, or the equivalent ? 
[gJ Yes D No 

9.43 ls there a minimum of 60 semester hours , 90 quarter hours , or their equivalent in courses within the area of 
concentration? 
[gJ Yes D No 

9.44 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all advertising 
materials clearly describe the requirements for admission? 
D Yes D No [gJ Not Applicable (institution offers all fotu-years of the degree) 

9.45 Does the curricu lum quantitative ly and qualitatively approxi mate the standards at other collegiate institutions 
offering the same degree? 
[gJ Yes D No 

9.46 Is enrollment in the third and fomth years of the bachelor's program sufficient to support regularly scheduled classes 
and laboratory work? 
[gJ Yes D No D Not Applicable (no students in the third and fourth years) 

9.47 Are the third- and fourth-year courses based upon appropriate prerequisites? 
[gJ Yes D No 

GENERAL COMMENTS : 
The team was presented with student graphic design portfolios that were found to be suitable and competitive for j ob interviews 
and freelance consideration by potential employers. The team also reviewed demo tape reels by video/film students that showed 
a student's collected work while enrolled at the campus. These demo tapes were alsoStr found to be appropriate to showcase a 
student's talents and capabilities. 

9. PROGRAM EVALUATION 
Bachelor's Degree in Audio Production 

Bachelor's Degree in Game Production 
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FOR ALL PRO GRAMS 

9.01 Is licensure, certification or registration required to practice in the specific career field? 
D Yes 12<;] No (Skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
Mr. Jerry Blankenship is the design school program chair and administers the game reduction rogram with the 
assistance of Mr. Benjamin Roth, lead instructor. 

Mr. Blankenship holds a bachelor's degree from Michigan State University and a master's degree in visual 
communications design from Arizona State University. Mr. Blankenship has 25 years of continuous experience in the 
graphic design field as a layout artist, graphic designer, freelance art and design, art director, program chair, and 
department chair. Mr. Roth is the lead instructor for the game design program and reports to Mr. Blakenship. Mr. Roth 
hold a bachelor's degree in com uter animation from Full Sail University and a master's degree in com uter animation 
from Full Sail University . 

. Leron Witherspoon is the program chair for the audio, video, and information technology departments and 
adrnnisters the audio prod uction program with the assistance of Mr. Sam Kettering, lead instructor . 

. Witherspoon holds a bachelor's degree in creative art from Florida State University. He holds a 20 14 membership 
and serves as a director in the Directors Guild of America (DGA). As a director , Mr. Witherspoon attended the 66th 

nnual DGA Awards for 20 13 Feature Films, Commercia ls, and Documentaries. This respons ibility included access 
and viewing the video interviews with all the nominees. He is also a member of the American Society of 
Cinematographers. This afforded him access to and viewing of the interviews with the nominees for Best 
Cinematography. Mr. Kettering is the lead instructor for the audio program. He holds a bachelor's degree in film 
froduction and audio from Columbia College and an Avid Pro Tools Operator certificate. Mr. Kettering has 23 years 
of experience as an audio engineer working for Trackwork Orange Record ing Studio, Novaster Digital Sound Services, 
and Smart Post Sound. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
12<;1 Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the development and 
administration of the educational program(s)? 
12<;1 Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
12<;1 Yes D No 

9.06 Does the program meet the needs of its students and the requirement s of the Council, as shown by student achievement 
outcomes which meet or exceed - the standards for the following areas: 
(a) Student retention rate of 65 percent (programs> J year in length) OR 70 percent (programs :'.S I year in length)? 
D Yes 12<;1 No D Not Applicable (Branch Inclusion only) 
If no, please list programs that fall below the rates 
The campus fell below the standards in the bachelor's degree program in audio production. 

(b) Student placement rate of70 percent? 
D Yes 12<;1 No D Not Applicab le (Branch Inclusion only) 
If no, please list programs that fall below the rates 
ifhe campus fell below the standards in the bachelor 's degree program in game produc tion. 

If No, does the campus provide one of the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, analysis 
and activities to meet or exceed Council requirements? 
12<;1 Yes D No 

9.07 List the community resources and describe how they are utilized to enrich the program (s). 
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he audio, video and game production programs utilize a program advisory board made up of representatives of 
companies in the Phoenix , Arizona area. The team was provided minutes and sign-in sheets of numerous guest speakers 
tin either the classrooms or a Quantim Initiative (QI) uniquely designed room specifically dedicated to guest speakers 
and graduates of Erickson College. Other activities include a visit to the Phoenix Art Museum, a two-day seminar on 
screen writer productions, an audio visual seminar featuring PSA V, Inc. personnel , and a feature film location shoot. 

9.08 ls the utilization of community resources sufficient to enrich the program? 
cgJ Yes D No 

9.09 Does the catalog and/or other adve1tising material such as brochures and web site, accurately describe the prog ram and 
its objectives? 
cgJ Yes D No 

9. IO For programs that include practica, externships, or internship s, does the institution have a written and mutually 
signed agreement that outlines the arrangement between the institution and the practicum site, including specific 
learning objectives, course requireme nts, and evaluati on criteria? 
cgJ Yes D No D Not Applicable (these elements are not part of the program or no student is at the 
point of needing them) 

9 .11 Does the program use independent studies? 
cgJ Yes D No 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution that meets 
Council standards 
cgJ Yes D No 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives of the 
program? 
cgJ Yes D No 

9 .14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
cgJ Yes D No 

9.15 Is an appropriately detailed syllab us on file for each course that includes: 
(a) Tit le and course descriptions 
cgJ Yes D No 
(b) Course numbers 
cgJ Yes D No 
(c) Course prerequisites and/or corequisites 
cgJ Yes D No 
(d) Instructional contact hours/credits 
cgJ Yes D No 
(e) Learning objectives 
cgJ Yes ONo 
(f) Instructional materials and references 
cgJ Yes D No 
(g) Topical outline of the course 
cgJ Yes D No 
(h) Instructional methods 
cgJ Yes D No 
(i) Assessment criteria 
cgJ Yes D No 
U) Method of evaluating students 
cgJ Yes D No 
(k) Date the syllabus was last reviewed 
cgJ Yes D No 
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For Title IV participant campuses that have lecture courses in credit hour programs or clock -to-credit hour 
programs only: 
(1) Out-of-class work assignments that suppott the learning objectives for the course 
[gJ Yes D No D Not Applicable (Branch Inclusion OR clock hour program ) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the work 
assignments 
[gJ Yes D No D Not Applicable (Branch Inclusion OR clock hour program) 

9. 16 Do students confi rm that they receive a cou rse syllabu s and that it is fo llowed? 
[gJ Yes D No 

9. 17 Are the courses ava ilable when needed by the student in the normal pursuit of a prog ram of study? 
[gJ Yes D No 

9. 18 Was the team able to verify the backup docu mentation to support the placeme nt rate for the program(s) as reported on 
the last Campus Acco untabil ity Report subm itted to the Council? 
[gJ Yes D No D Not Applicable (there have been no graduates) 

How many calls to employers or grad uates were attempted? 
ffhe following numbers of ca lls were made to emp loyers or graduates for the following_Q!Qgrams: 
'Academic associate's degree in digital video roduction: 3 
!Bachelor's degree in game roduction: 10 

How many calls to emp loyers or graduates were successful? 
he following numbers of calls, by program, were successfu l: 

'Academic associate' s degree in digital video roduction: 2 
Bachelor's degree in game production: 6 

How many of the successfu l contacts confirmed the employment of the graduate as reported on the CAR? Please 
ex lain any discre ancy between the number of successful contacts and confirmations. 
All successful contacts confirmed employment of graduates as reported on the 2013 CAR 

ffhere were grad uates in the bachelor's degree in game design program and academic associate's degree pro gra m in, 
audio production, but no enrollme nt at the time of the visit. 

9.19 Was documentation on file to verify graduates class ified on the CAR as "not ava ilable for p lacement"? 
[gJ Yes D No D Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Does the campus part icipate in Title IV financial aid? 
[gJ Yes D No 

9.21 Does the campus' written procedure s (as evidenced by their academic credit analysis) support the written policy and 
definition of a credit hour as defined by the U.S. Depart ment of Education for Ti tle IV funding? 
[gJ Yes D No D Not Applicable (Clock hour program s only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
[gJ Yes D No D Not App licable (Clock hour programs only) 

lf Yes briefly describe the documentation of evaluatio n viewed on site. 
he team reviewed homework confirmi ng the gradi ng as representative of the requirements identified on the syllabi and 

·n the Erickson College catalog. 

FOR ALL VISITS 

9.23 Are the follow ing approp riate to adeq uately suppo1t the number and nature of the progra m? 
(a) Faci lities . 
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[g!Yes □ No 
(b) Instructional equipment. 
[gJ Yes D No 
(c) Resources. 
[gJ Yes D No 
(d) Personnel. 
[gJ Yes D No 

FOR NONDEGREE PROGRAMS, AND OCC UPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.24 Are the folJowing elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
[gJ Yes D No 
(b) Well-defined instructional objec tives . 
[gJ Yes D No 
(c) The select ion and use of approp1iate and current learning materials. 
[gJ Yes D No 
(d) Appropriate modes of instructional delivery. 
[gJ Yes D No 
(e) The use of appropr iate assessment strategies. 
[gJ Yes 0No 
(f) The use of appropriate exper iences . 
[gJ Yes D No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S , AND 
BACHELOR 'S DEGREES ONLY 

9.26 Do the faculty members' qualifications meet the minim um requirements outlined in the Accreditation Criteria, and 
are their qualifications academica lly and experientia lly appropriate to the subject matter they teach and the level of 
the credential awarded? 
[gJ Yes D No 

9.27 Is the size of the faculty appropriate to the tota l student enro llment? 
[gJ Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S AND MASTER 'S DEGREES 
ONLY 

9.28 Is an adeq uate core of full- and part -time faculty employed to ensure sound direct ion and con tinuity of deve lopment 
for the program? 
[gJ Yes D No 

FOR ACADEMIC ASSOCIATE'S , BACHELOR'S, AND MASTER'S , DEGREES ONLY 

9.29 Are teaching loads reasonable? 
[gJ Yes D No 

FOR ACADEMIC ASSOCIATE 'S DEGREES ONLY 

9.37 ls the number of hours required to complete the program at least 60 semester hours , 90 quarter hours, or their 
equiva lent, earned over a period of four semesters, six quarters , or the equiva lent? 
[gJ Yes D No 

9.38 ls there a minimum of 30 semester hours , 45 quarter hours , or their equivalent in courses with in the area of 
conce ntration? 
[gJ Yes D No 

9.39 Does the curriculum quanti tatively and qualitatively approxi mate the standards at othe r co llegiate institutions 
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offering the same degree? 
[gl Yes D No 

9.40 ls enrollment in the second academic year of the two-year program sufficient to support regularly scheduled classes? 
[gl Yes D No D Not Applicable (no students in the second year) 

9.41 Are the second-year courses based upon appropriate first-year prerequisites? 
[gl Yes D No D Not applicab le 

FOR BACHELOR'S DEGREES ONLY 

9.42 Ts the number of hours required to complete the program at least 120 semeste r hours, 180 quarter hours, or the ir 
equ ivalent, earned over a period of eight semesters, 12 quarters, or the equivalent? 
[gl Yes D No 

9.43 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area of 
concentrat ion? 
[gl Yes D No 

9.44 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all advertising 
materials clearly describe the requirements for admission? 
D Yes D No [gl Not Applicable (institution offers all four years of the degree) 

9.45 Does the curriculum quantitatively and qualitatively approximate the standards at other co llegiate institutions 
offering the same degree? 
[gl Yes D No 

9.46 ls enrollment in the third and fourth years of the bachelor's program sufficient to support regularly scheduled classes 
and laboratory work? 
[gl Yes D No D Not Applicable (no students in the third and fourth years) 

9.47 Are the third- and fourth- year courses based upon appropr iate prerequisites? 
[gl Yes D No 

GENERAL COMMENTS: 
The _programs are well-conceived, directed, and taught. 

COMMEND A TIO NS: 
This is a well-run campus with competent, caring faculty, administration, and staff, who areal! dedicated to the single goal of 
student success . 

9. PROGRAM EVALUATION 
Academic Associate s Degree in Information Technology 
Bachelor 's Degree in Information Technology 

FOR ALL PROGRAMS 

9.01 ls licensure, certification or registration required to practice in the specific career field? 

□ Yes [gi No (Skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
Mr. Leron Witherspoon is the program chair for information technology. As previously noted, Mr. Witherspoon holds a 
BFA from Florida State University and his exper iential qualifications include working as an instructor and as chairman 
of the film de artment and grogram chair for Erickson College. 
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Mr. Robert Dryer is the assigned lead instructor for the information technology program. Mr. Dryer holds an associate's 
degree in business administration from Orange County Community College, a bachelor 's degree in business 
administration from Syracuse University, and an MBA from Fordham Universi ty. In addition, Mr. Daly holds the 
following industry certifications: System Administrator Microsoft Windows Server 2003, Microsoft Certified 
Professional (MCP) Windows 2000 Workstation, Microsoft Windows Server 20 12, CompTIA Security+, Network+ 
and A+. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
cgJ Yes D No 

9.04 Ts there evidence that the program administrator has sufficient author ity and responsibility for the deve lopment and 
administration of the educational program(s)? 
cgJ Yes D No 

9.05 Are the time and resources devoted to the admjnistration of the educat iona l program(s) sufficient? 
cgJ Yes D No 

9.06 Does the program meet the needs of its students and the requirements of the Council , as shown by student acruevement 
outcomes which meet or exceed- the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > I year in length) OR 70 percent (programs :S I year in length)? 
cgJ Yes D No D Not Applicab le (Branch Inclusion only) 
(b) Student placement rate of70 pe rcent? 
D Yes cgJ No D Not Applicable (Branch Inclusion only) 
If no, please list programs that fall below the rates 

he cam us fell below the standards in the academic associate's degree rogram in information technology. 

The 2013 CAR lists the placement rate for the associate's in Information Technology program at 57 percent. Since the 
number of graduates reported in the 2013 CAR in this program is less than 10, an improvement plan in the CEP is not 
required. 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 

9.08 

These programs utilize a Program Advisory Committee (PAC) composed of local industry professionals that provide 
recommendat ions and feedback on the needs of local industry. The PAC meets annually. Documen tation shows there 
was a PAC meeting last held on July 26, 2013 where d iscussion centered on facilitating student employme nt. In 
addition, the team was prov ided documentation for guest speakers, a part of the campus's ongoing Professional 
Connection Lunch Speaker Series. These speakers have covered topics that include business networkjng, 
entrepreneurs hip, use of social media in a business startup and other similar topics. 

TIP: The following are preferred by the 
. . . ~ ~ Chicago Manual of Style: 

Ts the utlltzatJO~ Campuses'=Plural possessive the program? 
cgJ Yes Campus's=singular possessive 

9.09 Does the cata lo::, and/or other advertising material such as brochures and web site, accurately desc1ibe the program and 
its objectives? 
cgJ Yes D No 

9. 10 For programs that include practica, externships, or internship s, does the institution have a written and mutua lly 
signed agreement that outlines the arrangemen t between the institution and the practicum site, including specific 
learning objectives, course requirements, and evaluation criteria? 
D Yes D No cgJ Not Applicable (these elements are not part of the program or no student is at the 
point of needing them) 

9 .11 Does the program use independent studies? 
cgJ Yes D No 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution that meets 
Council standards 
cgJ Yes D No 
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9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives of the 
program? 
C8J Yes O No 

9 .14 Are course prerequi sites appropriate, are they identified in the catalog, and are they being followed? 
C8J Yes D No 

9.15 ls an appropriately detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
C8J Yes D No 
(b) Course numbers 
C8J Yes D No 
(c) Course prerequisites and/or corequi sites 
C8J Yes D No 
(d) Instructional contact hours/credits 
C8J Yes D No 
(e) Learning objectives 
C8J Yes D No 
(t) Instructional mate1ials and references 
C8J Yes O No 
(g) Topical outline of the course 
C8J Yes O No 
(h) Instructio nal methods 
C8J Yes D No 
(i) Assessment criteria 
C8J Yes D No 
U) Method of evaluating students 
C8J Yes O No 
(k) Date the syllab us was last reviewed 
C8J Yes O No 

For Title IV participant campuses that have lecture courses in credit hour programs or clock -to-credit hour 
program s only: 
(1) Out-of-class work ass ignments that suppo1t the learning objectives for the course 
C8J Yes O No O Not Applicable (Branch Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the work 
assignments 
C8J Yes D No 0 Not Applicable (Branch Inclusion OR clock hour program) 

9 .16 Do students confirm that they rece ive a course syllabus and that it is followed? 
C8J Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
C8J Yes O No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the program(s) as reported on 
the last Campu s Accountability Report submitted to the Council? 
C8J Yes O No O Not Applicable (there have been no graduates) 

How many calls to employers or graduates were attem~ ? 
he following numbers of calls were made to employers or graduates for the following programs: 

'Academic associate's degree in Informat ion Technology: 4 
Bachelor's degree in In formation Technology: 4 

How many calls to employers or graduates were successful? 
cadem ic associate's degree in Informat ion Technology: I 

i13achelor's degree in Information Technology: 2 
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How many of the successfu l contacts confirmed the employment of the graduate as reported on the CAR? Please 
explain any discrepancy between the number of successful contacts and confirmations. 
All of the successful contacts confirmed employment of the graduates as reported on the 2013 CAR. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement''? 
D Yes D No ~ Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title TV financial aid? 
~Yes 0No 

9.21 Does the campus ' written procedures (as evidenced by their academic credit analysis) support the written policy and 
definition of a credit hour as defined by the U.S. Department of Ed ucation for Title TV funding? 
~ Yes D No D Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out -of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
[The team reviewed instructor gradebooks showing graded out-of-class work assignments in active classes. 

FOR ALL VISITS 

9.23 Are the folJowing appropriate to adequately support the number and nature of the program? 
( a) Facilitie s. 
~ Yes 0No 
(b) instructional equipment. 
~ Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

9.24 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning . 
~Yes 0N o 
(b) Well-defined instructional objectives. 
~Y es 0No 
(c) The selection and use of approp 1iate and Cllrrent learning materials. 
~Y es 0No 
(d) Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strateg ies. 
~ Yes 0No 
(f) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND 
BACHELOR'S DEGREES ONLY 

9 .26 Do the facu lty members' qualifications meet the minimum requirements outlined in the Accreditation Criteria, and 
are their qualifications academically and experientially appropriate to the subject matter they teach and the level of 
the credential awarded? 
~Yes 0No 

9.27 Is the size of the faculty appropriate to the total student enro llment? 
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[g!Yes □ No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S AND MASTER'S DEGREES 
ONLY 

9.28 ls an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
[gJ Yes D No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND MASTER'S, DEGREE S ONLY 

9.29 Are teaching loads reasonable? 
[gJ Yes D No 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

9.37 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or their 
equivalent, earned over a period of four semesters, six quarters, or the equivalent? 
[gJ Yes D No 

9.38 ls there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area of 
concentration? 
[gJ Yes D No 

9.39 Does the curricul um quantitatively and qualitatively approximate the standards at other collegiate institutions 
offering the same degree? 
[gJ Yes D No 

9.40 ls enrollment in the second academic year of the two-year program sufficient to support regularly scheduled classes? 
[gJ Yes D No D Not Applicable (no students in the second year) 

9.41 Are the second -year courses based upon appropriate first-year prerequisites? 
[gJ Yes D No D Not applicable 

FOR BACHELOR 'S DEGREES ONLY 

9 .42 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, or their 
equivalent, earned over a period of eight semesters, 12 quarters, or the equivalent? 
[gJ Yes D No 

9.43 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area of 
concentration? 
[gJ Yes D No 

9 .44 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all advertising 
materials clearly desc1ibe the requirements for admission? 
D Yes D No [gJ Not Applicable (institution offers all four years of the degree) 

9.45 Does the curricul um quantitatively and qualitatively approximate the standards at other collegiate institutions 
offering the same degree? 
[gJ Yes D No 

9.46 Is enrollment in the third and fourth years of the bachelor's progra m sufficient to support regularly scheduled classes 
and laborato ry work? 
[gJ Yes D No D Not Applicable (no students in the third and fourth years) 
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9.47 Are the third- and fourth-year courses based upon appropriate prerequisites? 
[gl Yes D No 

GENERAL COMMENTS: 
Information technology instructors interviewed by the team indicated that the information technology programs would be 

taught-out by the end of the current year. 

Students interviewed by the team were pleased with the education they are receiving at the campus. Students were 
complimentary of their instructors and felt they were being well prepared for a career in the information technology field. 

LEARNING SITE REPORT QUESTIONS 

1. Who has responsibility for the administration of the learning site? Describe the individual ' s academic credentials 
and professional experience. 
Mr. Scott Erickson, campus president , is responsible for the administration of the learn ing site. As previously 
stated, he has a master 's degree in business administration from Texas A&M University and a bachelor's degree 
in financial services from Roger Williams University. He brings the campus over 12 years of experience in 
proprietary education. 

2. What is the distance (i.e. driving or walking distance) between the learning site and the campus that has 
administrat ive oversight of it? 
The Tempe learning site is located at 1425 W. 14th Street in Tempe, Arizona. The campus is less than five miles 
away and about a five minute dr ive from the Phoenix campus. 

3. Describe how appropriate provisions have been made for supervisio n and monitor ing of the learning site by the 
administration of the campus that is administratively responsibl e for the learning site. 
Courses for two programs are offered at the learning site, audio production and film and video production. Mr. 
Witherspoon, department chair for both programs maintains his office at the site. Add itionally, two faculty members 
teach core classes at the Tempe learning site. 

4. Describe how students at the learning site are provided with access to student services, identifying if services are 
provided at the learning site or the oversight campus. 
Student services are accessible to students at the oversight campus in Phoenix. These include tutor ing, financial aid, 
career services, library and other services documented in the student relations report. A career services staff member 
is available to students in the Tempe location each day for dedicated hours. The campus has a shuttle available to 
students who prefer not to drive between the two campuses. The shuttle can be requested via call or text. The 
learning site does not currently have a learning resource center, but the faculty has initiated plans to develop a mini 
library to encourage the further use of library resources in core courses. 

5. List the staff members employed only at the learning site, if applicable . 
There are no staff members employed only at the learning site. 

There is one department head at the learning site, Mr. Withemspoon, information technology chair, and two faculty 
members , Mr. Sam Kettering and Ms. Erykah Simmons. 

6. Describe how students are informed, during the recruitment and enrollment process, that they will be attending 
classes at the learning site location. Are full programs offered at the addition or only courses? Please spec ify. 
Students were informed at enrollment that some of their courses would be taken at the Tempe campus and this 
information is included on the signed enrollment agreement. There are no full programs offered at the addit ion. 

7. Cite evidence that the learning site employs a sufficient number of faculty members for the number of courses 
offered and the size of the student population. 
The learning site de livers only core classes for the two aforementio ned programs. The three previously mentioned 
facul ty cover courses with an average class size of about 5 students. All of the faculty are _gualified in their field and 
e ui ed to manage the s ecialized e ui ment on site. 
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8. List the instructional equipment available for faculty and student usage at the learning site. 
The campus has, within its classrooms, theaters and studios, a sufficient selection of equipment 
Including: desktops, copiers, printers, Vicon MX40+ Motion Capture Cameras, Aruba Wireless, Access 
Points, Portab le Whisper Recording Booths, Lights, Misc. Batteries , Video Cameras, Stands, Film 
Cameras, Tripods, Video Monitors , Dolly, Video, Decks, Studio Control Center , Grip Carts, Equator 5" 
and 10" Monitor, PA System - Audio Program, Film and Video Upgrades (batteries, lenses), overhead 
projectors, audio equipment and accessories. 

9. Describe the physical facility. Does it appear to be adequate and appropriate to support the educational programs 
offered and the current enrollment at the learning site? 
The team was able to verify that the building is comprised of six classrooms, a theatre, film stage, live production, 
stage, a large green screen, studio with mixing boards, faculty and staff lounge, faculty staff workspace area, and a 
student lounge. The 100+ seat theater allows for student work to be presented and reviewed along with film history 
classes and general assemblies. The team found that the facility is adequate and appropriate to support the education, 
programs courses offered and the current enrollment. 

I 0. Describe how the learning site is referenced in all advertising, including the catalog of the oversight campus. 
The campus is in teach out and is not doing external advertising to perspective students. The campus website does 
list the address of the learning site as does the enrollme nt agreement signed by all current students. The catalog lists 
the learning site in the addendum. 
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Summary Insert a page break for the summary page. The 
summary page should start on a separate page. 

Based on the team's reYiew, the camptts has no areas ot R OA compliance. 

-GR-
The campus is not in comp liance with the Accreditation Criteria in the following areas: 

# Section Summary 

Delete the non-applicable 
option. 

1. 3-1-54 3 and Glossary There is no evidenc e of professio nal growth act ivities for five faculty members (page 

t Section should be bold. 
Multiple findings 
should be listed in 
order of section 
numhPr. 

20) . 

t List page numbers after each finding on the summary page. 
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RECOMMENDATIONfSt 

Insert a page break for the recommendations page. All 
recommendations are to be compiled, organized, given appropriate 
headers, and included at the end of the report. 

Any recommendation(s) provided in this report are not included in the report seen by the Council: 

Educational Activities 
With regard to the closing of the school in approximately two years, the faculty should make a concerted effort to continue to 
maintain the energy and effort to have guest s eakers and field tri s to heighten the students' educat ional ex_Qerience. 
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SUPPLEMENT B: EVALUATOR REIMBURSEMENT POLICY 
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EVALUATOR TRAINING 

CONCUR TRAVEL & 
EXPENSE 

TRAINING OBJECTIVE 

• To familiarize all ACICS Evaluators with purchasing airline 
and train tickets using the Concur Travel System. 

• To familiarize all ACICS Evaluators with expensing Out of 
Pocket and American Express (AMEX) Expenses using the 
Concur Travel System. 

All airline and train tickets used for AC/CS travel should be 
purchased and expensed using the Concur Travel System. 

3/30/2016 
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GETTING STARTED 

1. Log into your ACICS account via the AC ICS Web site: 

ACCREDITING COUNCIL FOR 
INDEPENDENT COLLEGES AND SCHOOLS 

----------------------------
1 I I I I I I · 

GETTING STARTED 

2. Go to the Concur Site : 

ACCREDITING COUNCIL FOR 
INDEPENDENT COLLEGES ANO SCHOOLS 

0 

---------------------------------
We tc om• to th• ACICS Membe, Pon•I - .. ... J .. 

Once you m'C logged into the ACI CS 
site. you crin go to the Conc\u site by 

ch eking. ~·link to Concm··- -

3/30/2016 
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MY CONCUR PAGE (PROFILE) 

3. Before you book any trave l for the first time , update your profile. Do 
not forget to save your profile . 

Your Information ----co-,_ ,_ __ 
(~yContxt 

-"'"" 
Trave Settings 
, __ 
~T,..,.i 

F,_,....TIMlilrPfoJ' ... __,,.,..,... 
Expense sewn.gs ---------, __ 

Profile Options 
9- t OO'lt<" .. ~lo,~,- ..... prollt 

~~In~ 
YourtM:lflle.,_911d~~~ 

COmP'lffr Wl:M-iloil Cooi.ct ~ 
Yo..c~-w~~°'~- Ho.r,-cat1.,.c61'adyo.iat,o,.,,t:'lb,i...,..~? .. _ ...... 
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MY CONCUR PAGE 

Concur Page Contents: 

+ -· -
TRIP SEARCH COMPANY NOTES 

MY TASKS 

09 -..... 04 05 01 --
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FLIGHT ARRANGEMENTS 

TRIP SEARCH 
4. On the CONCUR page, click the 
Flight -:l" tab at the left side of the 
page. 

Tickets in excess of $1,000 requires 
approva l from AC ICS management. 

l>ooll•~<•at
A,,,t-~ ..... fffe<'".~, ... 

Always refer to the "Evaluator Reimbursement 
Information Policy and Procedure " for proper 
guidelines . 

C-.•dS--• E•-•- • • • 

-0. , ........ ~----...- - ---

5. Complete the reservation and click 
purchase ticket to finalize your trip. 

FLIGHT ARRANGEMENTS 

CHANGING OR CANCELING 

• If a trip is already ticketed but has not occurred , you can change 
the time and/or date of the flight. Your change options will be with 
the same airline and route. 

• If the trip cannot be completed, the ACICS Coordinator must be 
notified. The unused ticket should be used when making new fl ight 
arrangements. 

• An unused ticket is the property of ACICS and cannot be used for 
any personal travel. 

-

e 

3/30/20 16 

4 



FLIGHT ARRANGEMENTS - ASSISTANCE 

If you need to contact our travel agent. 

Travel Incorporated 
4301 Anchor Plaza Pkwy 

Suite 125 
Tampa, FL 33634 

Phone: 866-712-2801 (24 hours a day) 
For Concur support : 866-738-6444 (Mon-Fri., 7:30 AM- 12:00 

Midnight, EST) 

EXPENSING FOR AIRFARE & TRAIN TICKETS 

1. On your CONCUR page, under Available Expenses column, you will f ind a 
list of the trips that you've booked through Concur. Click on the appropriate 
trip to start expensing. 

m Avai lable fapenses ➔ 
06/05 Avi s 

$629 94 

05127 Avis 
$106 87 

05121 Avis 
$170 SO 

05119 Avis 
$179 89 

04/22 U.S. Airways 

$359 00 

3/30/2016 
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EXPENSING FOR AIRFARE & TRAIN TICKETS 

2. Chec k the box of trip that you want to expense. Click on the tab Move and select the 
opt ion "To New Report". 

Available Expenses 

CII CIIC:I~ 
U (apt!IMONf - -· Tc,r..R,opon -,_,~ .. i20Si .----
, U.S. Alrw•y• -· 0 0422~ S359 00 

'J Avla ea,- 0 0(,1~'2015 0 $17989 

J Avia ea,- 0 05/21,'2015 0 St70SO 

0 Avis ea,- 0 05127-'2011 0 $10881 

[1 Avis ea,- 0 OG,;1$12011 0 $67904 

EXPENSING FOR AIRFARE & TRAIN TICKETS 

3. Fill in the necessary informat ion in each box (the red fields are requ ired). Cl ick NEXT. 

'3! CONCl.a 

Create a New Expense Report 
""P.'!_ .J.., .. __ , - , 

~ --~ 1 -- --
i... • i:. 
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EXPENSING FOR AIRFARE &TRAIN TICKETS 

4. Review the informa tion before submitt ing. Trips booked through concur are 
automat ically ass igned to Amer ican Express- Air Trave l/Hote l paymen t type . 

5. Expenses belonging to more than one project shou ld be alloca ted. To allocate 
expe nses click "Allocate "(on the bottom right) and it will allow you to allocate by 
percentage(%) or by Amoun t ($). 

6. Save and Submit your Expense Report. 
(!! «IIOICUa' ,_ ,._ --- _,.. . -~ - • ~ _,_ 

Miller-Motte Greenville Renewal 

C:DCC! -• C 

~ -----_ ... __________________ _ ---1~ 

Cl ---· e 

EXPENSING FOR AIRFARE & TRAIN TICKETS 

7. Print submitted Concur report and trave l itinerary and send documents to Account ing . 

._..,~ 
A-10... :-.olG'O"S 

Ap,p,- -: ...... C.~~ 
c;:.-y:v,o.-

Itinerary Details 

TRIP OVERVIEW 

h ip N•m •: MIHcn.MotW G1N n'llll• Rtn~ 

S11n0Mr.M~04 2011 
f'nd O.i. : Ml))' 06 XU5 

Ot1tf1ptl0fl! (No 0-.Cf'lj'AIOft A~~) 

AgMCy RtaMd l«.MOr. MYCYt tP 

lict.04 Nut11l1Jt1(1): 037~ 

Pan, eng l}ls,: Chr-.11 O;l,"ftlltr-'Y et. 
I OUi1 fstkn•ted Cose $5J.5.46 USO 

e 
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EXPENSING FOR OUT OF POCKET EXPENSES 

1 . Out of Pocket expenses should be assigned to payment type "Out of Pocket" and 
submitted on a separate report from AMEX expenses. 

2. Go to Expense tab and click Create New Expense. 

[sl CONCUR Travel Expense 

Manage Expenses Process Reports 

Active Reports 

+ 
Create New Report 

EXPENSING FOR 

OUT OF POCKET EXPENSES 

3. Fill in the necessary information in each box (the red fields are required). Click NEXT. 

Bl~ ·- ~ - -.. . .__ - . :, --
Create a New Expense Report 

i-- r--- 1 · -

3/30/2016 

e 

8 



EXPENSING FOR 

OUT OF POCKET EXPENSES 

4. Fill in the informatio n in the boxes then click Save . 

You can add more expense s in one repo rt with the same visit ID by clicking +New 
expense . Make sure to fill in informa tion in the boxes before saving and subm itting your 
report. 

You can also comb ine expenses for two or mo re visits provided you allocate and ass ign 
them to the correc t visit ID. 

5. Print you r subm itted out of pocket expense report , attach all orig inal receipts and send 
to Accou nting. -·-

Chair Tralr'M ,n,., __ _ 

----. ----..-,-

' 
~--SOCIO JOOO 

CRITICAL Dos AND OON'TS 

• Do modify search options to access a larger flight selection. 
• Do use unused tickets before purchasing a new flight. 
• Do get approval to purchase airfare in excess of $1,000. 
• Do submit AMEX Expense report for travel tickets on time 

(within two weeks from the purchase date) 
• Do review the expense report for accuracy prior to submission. 
• Do print the submitted expense report, attach orig inal 

receipts/ itinerary and send to Account ing. 
• Do print map quest to support mileage cost. 
• Do book all ACICS trave l through the Concur system. 
• Do make copies of expense report and receipts for your 

record. 

3/30/2016 
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CRITICAL Dos AND DON'TS 

• Don't combi ne out of pocket and American Express expenses in one 
report 

• Don't add persona l cred it card information in Concur 

• Don't use Concur for any perso nal trave l. 

• Don't submit an expense report without suppor ting original receipts 
and itinerary. 

CORRECT AIRFARE EXPENSE REPORT 

......... ---· 
---, .ui.,---. --·--~---~- E 

,_...,._,... ___ _ 
- - -··- - -- =-::--:;-- .... 
=----p_. = - = .. ..-. 
_, c..- - - - - o.,., ...... 

=--- .,..:::::: - = ..... 

----- -
~ __ .,,,,, _ 

-- - - - -= ,,_ 
=- -- = - = - :::--
...... . .... - ~ 111• 

- -- - - - °' --- - - -

e 

---•--M.U- ,.,.,. e 
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ACICS COMMISSIONER POLICY 

Always refer to you r "EVALUATOR 
REIMBURSEMENT INFORMATION POLICY AND 

PROCEDURES" to ensure proper reimbursement 

guide lin es. 

If you have any questions, plea se contact Accountin9. 

'( 

3/30/2016 
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INITIAL GRANT/RENEWAL OF ACCREDITATION/BRANCH INCLUSION VISIT 

REPORT 

Name 

Name 

Name 

Name 

Name 

Name 

Name 

Name 

Name 

Chair 

CAMPUS NAME 
Address 

City, State Zip 
ACICS ID Code: Campus Code 

Name of On-Sit e Admin istrator , Title (e-mail address) 
(Campus E-mail Address) 

LEARNING SITE(S) 
LEARNING SITE NAME (if applicable) 

Address 
City, State Zip 

ACICS ID Code: Learning Site Code 

MAIN CAMPUS 
Main Campus (if different from above) 

Cite, State 
ACICS ID Code: Main campus code 

[Date(s) of Visit] (Month Date, Year) 

Team member's institution/ Affiliation 

Student-Relations Speciali st Team member's institution/ Affiliation 

Discipline of Specia list Team member's institution / Affi liation 

Di scipline of Specialist Team member' s institution/ Affiliation 

Di scipline of Speciali st Team member's institution/ Affiliation 

Di scipline of Specialist Team member' s institution/ Affiliation 

Discipline of Speciali st Team member's institution/ Affi liation 

Di scipline of Speciali st Team member's institution/ Affiliation 

Staff Representative ACICS 

City, State 

City, State 

City , State 

City, State 

City, State 

City , State 

City, State 

City , State 

Washington, DC 

7S0 First Street, NE, Suite 980 e wash ington, DC 20002 - 4223 • I - 202.336 .6780 • f - 202 .842 .2S93 ewww .acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 
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PRO GRAMS OFFE RED BY 
[CAM PUS] 

[CITY STATE] 
CAR 

AC ICS 
CRE DENTIAL 

Enr oll : Retention & Place ment ( % ) 

CRE DENT IAL (Certificate, Diploma, 
Full- 2014 2013 

EA RNED (As Occupational 
Associate's, Academic 

defined by th e Associate's, Bachelor's, 
institut ion) Master's, or Doctoral) 

Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 
Name of 
credential 

APPROVE D 
PROG RAM 
TITLE 
Name of major 

Name of major 

Name of major 

Name of major 

Name of major 

Name of major 

Name of major 

Name of major 

Name of major 

Name of major 

Name of major 

TOTA L 
EN ROLLM ENT 

Clock 
Hrs. 

SemJ tim e/ 
Qtr. Part -
Hrs. tim e Ret. Pia. Ret. 

010 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

010 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

0/0 0.00 0.00 0.00 

[000] 

Notes : Typed in bold are any retention rates below 65 percent (program s > 1 year in length) or 70 
percent (programs :S 1 year in length) and any placement rates below 70 percent. 

* 
** 

*** 

+ 
++ 

Progra m reviewed for the first time 

Program(s) with no enrollm ent [Either identify below the expected date of enrollment or explai 
the cam us's lans regarding the Rrogram. Do not evaluate P.rograms with no enrollmen t. 

Program(s) not reviewed because of seec ialized accreditation [Indicate which program( s), the 
~eec ialized agency, and the grant ex iration date(s) .] 

Program (s) in which 100 percent of courses are taught at a Leami ng Site. 

Pro gram(s) in which some but not all of the courses are taught at a Learning Site. 

Pia. 
0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 
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INTRODUCTIO N 
[Please use this age to give a narrat ive introd uctio n of the cam us.] 

[Provide a brief history of the camp us, a de~P.!!Q n of its geog___mp..hif service area, and a descr i tion of the 
com osi tion of the student o ulation.] 

[Also include a descr iption and ex plana tion of any extenuating circumstances and/or any distinctive or 
unusual features of the camp us or evaluation visit. If the campus has learning sites , describe how those 
loca tions are used for ad mini strative and instructional _purposes.] 
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1. MISSION 
1.01 Give the page number in the campus catalog on which the mission statement can be found. 

If there is no mission statement in the catalog, insert the section number in parentheses and explain. 

1.02 Does the camp us have an appropr iate mission statement with a set of supportin g object ives? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

1.03 Are the objectives devoted substantia lly to career-re lated education? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

1.04 Are the object ives reasonable for the following? 
(a) The programs of instruction 
0Yes 0No 
(b) The modes of delivery. 
0Yes 0No 
(c) The facilities of the campus. 
0Yes 0No 

If No for any item , insert the section number in parentheses and explain: 

1.05 Are the mission stateme nt and supportin g object ives appropriate ly disclosed in the camp us catalog and 
in other publications that are readily avai lable and understa ndable to the public? 
0Yes 0No 

If No for any item , insert the section number in parentheses and explain: 

1.06 Is the campus committed to successfu l implementation of its mission? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

CAMPUS EFFECTIVENESS 
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1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

1.08 If the campus is a branch , does the branch have its own CEP, separate from the main campus IEP? 
D Yes D No D Not Applicable 

If No, insert the section number in parentheses and explain: 

1.09 Does the CEP describe the following? 
(a) The characteristics of the programs offered. 
0Y es 0No 
(b) The characteristics of the student population. 
0Yes 0No 
(c) The types of data that will be used for assessment. 
□ Yes 0No 
(d) Specific goals to improve the educational processes. 
0Yes 0No 
(e) Expected outcomes of the plans. 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

1. 10 Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
0Yes 0No 
(b) Student placement. 
DY es D No D Not Applicable (new branch only) 
(c) Level of graduate satisfaction. 
DY es D No D Not Applicable (new branch only) 
(d) Level of employer satisfaction. 
0Yes D No D Not Applicable (new branch only) 
(e) Student learning outcomes. 
0Yes 0No 

If No for any applicable item, insert the section number in parentheses and explain: 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
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1.12 Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
D Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
D Yes D No D Not Applicable 
(c) How the data was collected. 
D Yes D No D Not Applicable 

Page 6 of 58 

(d) An analysis and summary of the data collected and an explanation of how the data will be used to 
improve the educational processes. 

D Yes D No D Not Applicable 

If No for any applicable item, insert the section number in parenthe ses and explain: 

1.13 Has the campus publi shed annual placement and retention goals in its CEP that take into account its rates 
from the last three Campus Accountability Reports and that demonstrate its ability to maintain or 
improve retention and placement outcomes? 
D Yes D No D Not Applicable (new branch or initial applicant only) 

If No, insert the section number in parentheses and explain: 

1.14 Has the campus publi shed specific activities that will be undertaken to meet placement and retention 
goals? 
D Yes D No D Not Applicable (new branch only) 

If No, insert the section number in parentheses and explain: 

1.15 Describe the specific activities that the campus will undertake to meet these goals. 

1.16 Does the campus have documentation to show the following? 
(a) That the CEP has been implem ented. 
0Yes 0No 
(b) That specific activities listed in the plan have been completed. 
D Yes 0No 
(c) That periodic progress reports have been completed. 
0Y es 0No 

If No for any item, insert the section number in parentheses and explain: 

1.17 Who is responsible for implementing and monitoring the CEP? Describe this individual's qualifications. 
If a committee is utilized please describe the committee. 
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1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
D Yes D No D Not Applicable (new branch or initial applicant only) 

If No, insert the section number in parentheses and explain: 

GENERAL COMMENTS: 

COMMENDATIONS: 

RECOMMENDATIONS: 

2. ORGANIZATION 
2.01 Is the following information regarding the campus appropriately stated in the catalog? 

(a) Governance, control, and corporate organization. 
0Yes 0No 
(b) Names of the trustees, directors, and/or officers. 
D Yes 0No 
(c) Names of the administrators. 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

2.02 Does the campus: 
(a) Adequately train its employees? 
0Yes 0No 
(b) Provide them with constant and proper supervision? 
0Yes 0No 
(c) Evaluate their work? 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

2.03 Is the administration of the campus efficient and effective? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

2.04 Does the campus maintain written documentation to show that faculty and staff members : 
(a) Clearly understand their duties and responsibilities? 
0Yes 0No 

Page 7 of 58 
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(b) Know the person to whom they report? 
0Yes 0No 
(c) Understand the standards by which the success of their work is measured? 
D Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

2.05 Does the administration maintain documentation of the evaluation of the faculty and staff? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

2.06 Has the campus adopted a policy on academic freedom that has been commu nicated to the faculty? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

2.07 Does the campus have an appropriate grievance policy for faculty and staff? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

2.08 Does the campus catalog or the student handbook contain an appropr iate grievance policy for students 
that includes the name and address of ACICS? 
D Yes D No D Not Applicable (initial applicants only) 

If No, insert the section number in parentheses and explain: 

2.09 Who is responsible for the financia l oversight of the campus, and what are this person's qualifications? 

GENERAL COMMENTS: 

COMMENDATIONS: 

RECOMMENDATIONS: 



VER. January 1, 2015 ACICS INITIAL, RENEWAL OF ACCREDITATION, OR BRANCH INCLUSION REPORT Page 9 of 58 

3. ADMINISTRATION 
3.01 Is there evidence that the chief on-site admin istrator( s) or the self-study coordinator for the campus 

attended an accreditat ion workshop within 18 months prior to the final submissio n of the self-st udy? 
D Yes ONo 

3.02 Are all staff well trained to carry out administrative function s? 
D Yes ONo 

If No, insert the section number in parenthe ses and explain: 

3.03 Who is the on-site administrator , and what are this person's qualifications? 

3.04 Does the campus list degrees of staff member s in the catalog? 
OYes ONo 

If Yes, is appropriate evidence of the degree s on file? 
OY es ONo 

If the degrees are not on file, insert the section numb er in parentheses, list staff member names, degrees, 
and awarding institution, and explain: 

3.05 Is there evidence that the campus keeps adequate record s to support the following adminis trative 
operat ions? 
(a) Financial aid activities. 
D Yes D No D Not Applicable (campus does not participat e in financia l aid) 
(b) Admissions. 
OYes ONo 
(c) Curriculum. 
OYes ONo 
(d) Accreditation and licensure. 
OYes ONo 
( e) Guidance. 
OYes O No 
(f) Instructional resources. 
OYes ONo 
(g) Supplies and equipment. 
OYes ONo 
(h) The school plant. 
OYes ONo 
(i) Faculty and staff. 
OYes ONo 
(j) Student activities. 
OYes ONo 
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(k) Student personnel. 
0Yes 0No 

If No for any applicable item, insert the section number in parentheses and explain : 

3.06 Does the camp us admit ability-to-benefit students? 
D Yes D No (Skip to Question 3.11.) 
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3.07 Does the campus maintain records for the following that support the admissions determination for 
ability-to-benefit students? 
(a) Validated test scores. 
0Yes 0No 
(b) Initial and periodic academic advising. 
0Yes 0No 
(c) Initial and periodic career advising. 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

3.08 Is there evidence of documentation that supports the relationship between test cut-off scores and 
successfu l academ ic or employment outcomes for ability-to-benefit students? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

3.09 Does the campus maintain longitudinal data that compares the test cut-off scores utilized for acceptance 
with the eventual success of ability-to-benefit students? 
D Yes D No D Not Applicable (campus has not admitted ATB students long enough to 
have developed such data) 

If No, insert the section number in parentheses and explain: 

3.10 Describe the data used for ability-to-benefit student determination and how it is analyzed. 

3.11 Do student files contain evidence of graduation from high school or the equivalent? 
0Yes 0No 

If No, insert the section number in parentheses, list student names, and explain: 

3.12 Are appropriate transcripts maintained for all students? 
0Yes 0No 
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If No, insert the section number in parentheses, list student names, and explain: 

3.13 Is the grading system fully explained on the transcript, and is it consistent with the grading system that 
appears in the camp us catalog? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

3.14 Are student records protected from theft, fire, water damage, or other possible loss? 
0Yes 0No 

If No, insert the section number in parentheses and exp lain: 

3.15 Does the campus maintain transcripts for all students indefinitely? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

3.16 Does the campus maintain admissions data and other records for at least five years from the last date of 
attendance for all students? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

GENERAL COMMENTS: 

COMMENDATIONS: 

RECOMMEND A TIO NS: 

4. RELATIONS WITH STUDENTS 
FOR ALL PROGRAMS 

4.01 How many student files were reviewed during the evaluation? 

4.02 Does the camp us ensme that its student relations reflect high ethical standards? 
0Yes 0No 
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If No, insert the section number in parentheses and explain: 

4.03 Does the campus have appropriate admissions criteria? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
0Yes 0No 

If Yes, are these parties supervised by and familiar with the campus? 
0Yes 0No 

If the parties are not supervised by and familiar with the campus, insert the section number in parentheses 
and explain: 

4.05 Is there evidence to document that admissions criteria are applied consistently to all students admitted 
under the same version of the admissions criteria ( e.g., that students admitted into specific programs for the 
same start date are admitted under the same admissions criteria)? 
0Yes 0No 

If No, insert the section number in parentheses, list student names, and explain: 

4.06 Does the admissions policy conform to the campus's mission? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.07 Is the admissions policy publicly stated? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.08 Is the admissions policy administered as written? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.09 Does the campus use an enrollment agreement for each enrolled student that : 
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(a) Clearly outlines the financial obligations of both the institution and the student? 
0Yes 0 No 
(b) Outlines all program related tuition and fees? 
0Yes 0 No 
(c) Has a signature of the student and the appropriate school representative? 
□ Yes 0 No 

If No for any item, insert the section number in parentheses and explain: 

Is there evidence that a copy of the agreement has been provided to the student? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person's 
qualifications? 

4.11 Describe how the recruiting process for new students is compatible with the educational objectives for the 
campus? 

4.12 Are individual s engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following? 
(a) Courses and program s. 
0Yes 0 No 
(b) Services . 
0Yes 0 No 
(c) Tuition. 
0Yes 0 No 
(d) Term s. 
0Yes 0No 
(e) Operating policie s. 
0Yes 0 No 

If No for any item, insert the section number in parentheses and explain: 

4.13 Does the campus use prospective student names obtained as a result of a survey, canvass, or promise of 
future employment or income while a student, or as a result of other marketing activity? 
0Yes 0 No 

If Yes, is the name of the campus clearly identified , and is there evidence that the reason for usage of the 
name has been communicated to the student? 
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0Yes □ No 

If No ,there is no name of the campus or there is no evidence, insert the section number in parentheses, list 
student names, and explain: 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
0Yes 0No 

If Yes, is evidence of licensure or registration on file? 
0Yes 0No 

If No, (evidence of licensure or registration is not on file), insert the section number in parentheses, list 
student names, and explain: 

4.15 Are the titles of recruitment and enrollment personnel appropriate? 
□ Yes 0No 

If No, insert the section number in parentheses and explain: 

4.16 Does someone other than recruitment and enrollment personnel make final decisions regarding financial 
aid eligibility, packaging, awarding, and disbursement? 
D Yes D No D Not Applicable (campus does not participate in financial aid) 

If Yes, who holds this responsibility and what are this person's qualifications? 

If No, insert the section number in parentheses and explain: 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.19 Is there evidence that the campus properly awards transfer of credit? 
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0Yes □ No 0 Not Applicable 

If No, insert the section number in parentheses and explain: 

4.20 Does the campus publicize its transfer credit policies, including policies related to accepting transfer credit 
from another campus? 
0Yes 0No 

If No, insert the section numb er in parentheses and explain: 

4.2 1 Has the campus established articulation agreements with other institutions? 
D Yes D No(Skip to question 4.23 for Master's Degree Programs or4. 24 for all programs) 

If Yes, has the campus published a list of institutions with which it has established the agreeme nts? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.22 Does the campus provide documented notification to students of the articulation agreements and the 
transferability of credits in the programs that are offered? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR MASTER 'S DEGREE PROGRAMS ONLY 

4.23 Is the maximum permi ssible number of transfer credits into the program limited to one-half or fewer of 
the credits required for the mas ter's degree? 
0Yes 0No 

If No, insert the section numb er in parentheses and explain : 

FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress policy publishe d in the catalog? 
0Yes 0No 

If Yes, state the page number(s) where the standards of satisfactory academic prog ress policy is publ ished? 

If No, insert the section number in parentheses and explain: 
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-
4.25 Does the standards of satisfactory academic progress (SAP) policy published in the catalog contain the 

following? 
(a) A definition of the maximum time frame allowed for student s to complete a program as 1.5 times the 

normal program length. 
□ Yes 0No 
(b) A schedule that designates the minimum percenta ge of work that a student must successfully 

complete at the end of each evaluation increment to complete the program within the maximum time 
frame. 

0Y es 0No 
( c) Procedure s for re-establishing satisfac tory academic progress. 
0Yes 0No 
( d) A definition of the effects of the following on the CGP A and successful course-completion 

percentage: 
Withdrawal s. 
0Yes 0No 
Incomplete grades. 
0Yes 0No 
Repeated courses. 
0Yes 0No 
Non-p unitive grades. 
D Yes D No D Not Applicable (campus does not offer) 
Non-credit or remedial courses. 
D Yes D No D Not Applicable (campus does not offer) 
A warning status. 
D Yes D No D Not Applicable (campus does not use) 
A probationary period. 
0Yes 0No 
An appeal process . 
0Yes 0No 
An extended-enrollment status. 
D Yes D No D Not Applicable (campus does not offer) 
The effect when a student changes program s. 
D Yes D No D Not Applicable (campus only offers one program of study 
The effect when a student seeks to earn an additional credentia l. 
D Yes D No D Not Applicable (campus only offers one credentia l) 
The implication s of transfer credit. 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

4.26 Does the campus apply its SAP standards consistently to all students? 
0Yes 0No 
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If No, insert the section number in parenth eses, list student names, and explain: 

4.27 Are students who are not making satisfactory academic progress prope rly notified? 
D Yes D No D Not Applicable (no student s are in violation of SAP) 

If No, insert the section number in parenthe ses, list student name s, and explain: 

4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the 
program is one academic year in length or shorter? 
0Yes 0No 

If No, insert the section number in parenth eses, list student names, and explain: 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year 
where students must have a minimum COPA of 2.0 on a scale of 4.0 or its equivalent? 
D Yes D No D Not Applicable (all programs are less than two years) 

If No, insert the section number in parenth eses, list student names, and explain: 

4.30 Are student s who are not making satisfactory academic progress at the end of the second year dismisse d or 
allowed to continue without being eligible for Federal financial aid? 
D Yes D No D Not Applicable (all programs are less than two years) 

If No, insert the section number in parenthe ses, list student names, and explain: 

4.31 Are qualitative and quantit ative components evaluated cum ulatively for all periods of a student' s 
enrollment? 
0Yes 0No 

If No, insert the section number in parenthe ses, list student name s, and explain: 

4.32 Are students allowed to remain on financial aid while under warning status? 
D Yes D No D Not Applicable (camp us doe s not participate in finan cial aid) 

If Yes, is the student informed of this policy? 
□ Yes 0No 

If No (the student is not informed), insert the section number in parentheses, list student names, and 
explain: 
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4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation, eligibility for 
financial aid reinstated and considered to be making satisfactory academic progress? 
D Yes D No D Not Applicable (there are no such students) 

If No, insert the section number in parenthe ses, list student names, and explain: 

4.34 Are students who are placed in an extended-enrollment status denied eligibi lity for federal financia l aid 
(unless there are mitigating circumstances? 
D Yes D No D Not Applicable (campus does not have extended enrollment and/or does not 
participate in financial aid) 

If No, insert the section number in parentheses, list student names, and explain: 

4.35 Do credits attempted during the extended-enrollment status count toward the 1.5 times of normal program 
length? 
D Yes D No D Not Applicable (campus does not have extended enrollment) 

If No, insert the section number in parentheses, list student names, and explain: 

4.36 For student s who have exceeded one and one-half times the standard time frame and were awarded the 
origina l credentia l, were any additional financia l obligations waived? 
D Yes D No D Not Applicable (there is no such student) 

If No, insert the section number in parenthe ses, list student names, and explain: 

4.37 Are students required to have a minimum COPA of 2.0 or its equivalent upon graduation from all 
programs? 
0Yes 0No 

If No, insert the section number in parenthe ses and explain: 

4.38 Who is respons ible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 

4.39 Does the campus encourage and assist students who are experiencing difficulty in progressing satisfactorily 
in their programs? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 
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-
4.40 Does the campus finance any of the following? (Mark all that apply.) 

(a)D Scholarships. 
(b)O Grants. 
(c)O Loans. 
(d)O The campus does not offer scholarships, grants, and/or loans . (Skip to Question 4.42.) 

If Yes for any item, does the campus properly identify all scholarship, grant, and loan programs? 
OYes ONo 
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If No (the campus does not proper ly classify these programs), insert the section number in parentheses and 
ex_plain: 

4.41 Does the campus fully disclose the terms, conditions, and application procedures regarding campus loan, 
scholarship and grant programs in its catalog? 
□ Yes ONo 

If No for any applicable item, insert the section number in parentheses and explain: 

4.42 Are all simi larly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
OYes ONo 

If No, insert the sect ion number in parentheses, list student names , and explain: 

4.43 Are tuition and fees clearly stated in the catalog? 
□ Yes ONo 

If No, insert the section number in parentheses and explain: 

If Yes, have students confirmed receiving a copy of the catalog? 
D Yes D No D Not Applicable 

If No, insert the sect ion number in parentheses, list student names , and explain: 

4.44 Do the financial records of students clearly show the following? 
(a) Charges. 
OYes ONo 
(b) Dates for the posting of tuition. 
OYes ONo 
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(c) Fees. 
0Yes 0No 
(d) Other charges . 
0Yes 0No 
(e) Payments. 
□ Yes 0No 
(f) Dates of payment. 
0Yes 0No 
(g) The balance after each transaction. 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

4.45 Is the effective date listed on announce ments of changes in tuition and fees? 
D Yes D No D Not App licab le (camp us has not changed tuition or fees) 

If No, insert the sect ion numb er in parentheses and explain: 

4.46 Is the campus' refund policy published in the catalog? 
0Yes 0No 

If No, insert the section number in parentheses and exp lain: 

4.47 Is the refund policy fair, equitab le, and app licab le to all students? 
0Yes 0No 

If No, insert the sect ion numb er in parentheses and explain: 

4.48 Is the campus following its stated refund policy? 
0Yes 0No 

If No, insert the section number in parentheses and exp lain: 

4.49 Does the camp us participate in Title IV financial aid? 
D Yes D No (Skip to question 4.57) 

4.50 Who is responsi ble on-site for adm inistering student financial aid, and what are this person's 
qualifications? 

Page 20 of 58 
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4.51 Is the person who determines the amount of student awards not also responsib le for disbursing those 
awards? 
□ Yes 0No 

If No, insert the section number in parentheses and explain: 

4.52 Are final student financial aid award determinations made by administrative individuals who are not 
responsible for recruitment ? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.53 Is the financial aid administrator a member of a state, regional, or national financial aid association and up 
to date on procedures and changes in the field? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.54 Describe how the financial aid office stays current with regulation and policy changes in financial aid 
(include all appropr iate memberships in profess ional organizations held by this individual). 

4.55 Is there evidence that the financial aid administrator regularly participates in professional awareness 
activities? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.56 Does the campus have a written policy that accurately reflects the U.S. Department of Education's 
definition of a credit hour for credit hour programs and/or clock-to-credit hour programs, including 
convers ion ratios? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

4.57 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes D No (Skip to question 4.58 .) 

If Yes, is there evidence that the campus provides a copy of the written policy to all student applicants prior 
to emollment? 
0Yes 0No 
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If No (there is no such evidence), insert the section number in parenthe ses and explain: 

If Yes, is the size of the discount based on the financial benefit that the campus receives from the payment 
of cash earlier than would be required under the normal tuition payment schedule ? 
D Yes D No D Not Applicable 

If No, insert the section number in parentheses and explain: 

4.58 Describe the student services offered by the campus such as, but not limited to, structured tutoring , 
academic or persona l counseling, student 01ientation, etc. 

4.59 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus' graduate s? 
D Yes D No D Not Applicable (there have been no graduate s) 

If Not Applicable, explain: 

If No, insert the section number in parenthe ses and explain: 

4.60 Who is the person on staff responsible for the overs ight of counseling students on employment 
o_pportunities, and what are this person's qualifications? 

4.61 Does the campus offer employment assistance to all students? 
D Yes D No D Not Applicable (camp us enrolls only international student s on a student 
visa) 

If No, insert the section number in parenthe ses and explain: 

4.62 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
0Yes 0No 

If Yes, explain: 

If Yes, does the campus maintain the required data on its graduates and nongraduates? 
0Yes 0No 
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If No (the campus does not maintain the required data), insert the section number in parentheses and 
explain: 

4.63 The beginning emollment on the most cunent Campus Accountabi lity Report (CAR) is 
The ending enrollment reported on the previous year's CAR is 

(Branch or initial grants, skip to question 4.64) 

If these figures are not identical, inse1t "Sect ion 3-1-303(a)" in parentheses and explain: 

4.64 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Campus Accountability Report (CAR) last submitted to the Council? 
D Yes D No D Not Applicable 

If No, insert "Section 3-1-303(a)" in parentheses and explain: 

4.65 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
D Yes D No D Not Applicable (campus does not participate in financial aid) 

If No, insert the section number in parentheses and explain: 

4.66 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 

4.67 Describe the extracurricular educational activities of the campus (if applicable). 

FOR MASTER 'S DEGREES ONLY 

4.68 Do all students enrolled in master's degree programs possess a bachelor's degree? 
OYes ONo 

If No, insert the section number in parentheses, list student names, and explain: 

GENERAL COMMENTS: 

COMMENDATIONS: 

RECOMMEND A TIO NS: 
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5. EDUCATIONAL ACTIVITIES 
FOR ALL PROGRAMS 
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5.01 Are the credentials awarded by the campus in compli ance with its accreditation approv al and in 
compli ance with applicable state laws? 
0 Yes 0No 

If No, insert the section number in parentheses and explain: 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
erson's qualifications? 

5.03 Does this person have appropri ate academic or experiential qualifications? 
0 Yes 0No 

If No, insert the section number in parentheses and explain: 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and 
reSJ?Onsibility for the development and administration of the programs. 

If there are no provisions made, insert the section number in parentheses and explain: 

5. 05 Is the time devoted to the admini stration of the educational programs sufficient? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

5.06 Is there a publi shed policy on the responsibility and authority of faculty in academic governance? 
□Yes 0No 

If No, insert the section number in parentheses and explain: 

5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program . 
0 Yes 0No 
(b) Selection of comse materials, instructional equipment and other educational resources. 
0 Yes 0 No 
(c) Systematic evaluation and revision of the cmTiculum. 
0 Yes 0No 
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(d) Assessment of student learnin g outcomes. 
0Yes 0No 
(e) Planning for institutional effectiveness. 
0Yes 0No 

If No for any item , insert the section number in parenthe ses and explain: 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

5.09 Does the campus have any program s that require specialized or programmatic accreditation to obtain entry
level employment or licen sure by the state in which the campus is approved? 
D Yes D No (Skip to question 5.10 for renewal of accreditation. Skip to 5.14 for initial grants or 
branch inclusion) 

If Yes, doe s the campus: 
(a) Carry the programmatic accreditation or is currently in the process of obtaining such accre ditation in a 

timely manner for programs in which it is requir ed by the state in order for student s to attain entry-level 
employment? 
D Yes D No D Not Applicable (there is no such requirement by the state) 

(b) Notify student s as to: 
(1) Which pro grams hold special ized or pro grammati c accreditation? 

□Yes 0No 
(2) Whether succes sful completion of a program qualifie s a student to receive, apply to take, or take 

licen sure exams in the state where the campus is located? 
□ Yes 0No 

(3) Any other requirement s that are generally required for employment? 
D Yes D No D Not Applicable (no other requirements) 

If No for any item , inse1t the section number in parenthe ses and explain: 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any pro grams with current specialized or programmatic accreditation? 
D Yes D No (Skip to question 5.14) 

5.11 Doe s the program meet the needs of its student s and the requirement s of the Council, as shown by student 
achievement outcomes which meet or exceed the standard s for the following areas: 
(a) Student ret ention rate of 65 percent (programs > 1 year in length) OR 70 perc ent (programs ::S 1 in 
length)? 
0Yes 0No 
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If no, please list programs that fall below the rates 

(b) Student placement rate of 70 percent? 
OYes ONo 

If no, please list program s that fall below the rates 

If No, does the campus provide one of the following: 
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A Campus Effectiveness Plan (CEP) that include s an improvement plan for this program with data , 
analysis and activities to meet or exceed Council requirements? 
D Yes D No D Not Applicable 

If No, insert "Section 2-1-809, 3-1-111, and 3-1-512" in parentheses and explain: 

5.12 Was the team able to verify the backup documentat ion to support the placement rate for the program(s) that 
hold specialized accreditation as reported on the last Campus Accountabi lity Report submitted to the 
Council? 
D Yes D No D Not Applicable 

How many calls to employers or graduates were attempted? 
The following number(s) of calls was(were) attempted by program: 
Diploma program in XX: 
Occupational associate' s degree program in XX: 
Academic associate 's degree program in XX : 
Bachelor's degree program in XX: 

How many calls to emrloyers or graduates were successful? 
The following number(s) of calls was(were) successfu l by program: 
Diploma program in XX: 
Occupational associate's degree program in XX: 
Academic associate' s degree program in XX: 
Bachelor 's degree program in XX: 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of successful contacts and confumations. 

If No, insert "Sect ion 3-l -303(a)" in parenthe ses and explain: 

5.13 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No D Not Applicable 

If No, insert "Section 3-1-303(a)" in parentheses and explain: 
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FOR ALL CAMP USES 

5.14 Are the educational programs consistent with the campus' mission and the needs of its students? 
0 Yes 0N o 

If No, insert the section number in parentheses and explain: 

5.15 Do the formation of policies and the design of educational programs involve students, graduates, 
administrators, faculty, and other interested parties such as advisory committees? 
0Y es 0N o 

If No, insert the section number in parentheses and explain: 

5.16 What provisions are made for individual differences among students in the learning environment? 

If None, insert the section number in parentheses and explain: 

5.17 Describe the system in place to evaluate, revise, and make changes to the curriculum. 

5.18 Does the faculty participate in this process? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

5 .19 Is credit appropriately converted in relation to total student contact hours in each class? 
□ Yes 0N o 

If No, insert the section number in parentheses, identify the courses, and explain: 

5.20 If the campus awards academic credit to students who demonstrate subject competency based on 
academic, occupational, or personal experiences, is there an established systematic method for evaluating 
and awarding academic credit to which the campus adheres? 
D Yes D No D Not Applicable ( campus does not award such credit) 

If No, insert the section number in parentheses and explain: 

If Yes, is there appropriate documentation of the assessments of knowledge, skills, or competencies 
required? 
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0Yes □ No D Not Applicable (no student has made such a request) 

If No (there is not appropriate documentation of the assessments), insert the section number in parentheses 
and explain: 

5.21 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursework involved? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

5.22 Are the following appropriate to adequately support the number and nature of the general education 
courses? (If only nondegree programs are offered with no general education courses, skip to 5.23) 
( a) Facilities. 
0Yes 0No 
(b) Instructional equipment. 
□ Yes 0No 
(c) Resources. 
0Yes 0No 
(d) Personnel. 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

5.23 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 
□ Yes 0No 

If No, insert the section number in parentheses and explain: 

5.24 Are the quantity and type of instructional materials and equipment proportionate to the size of the campus 
and types of programs? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

5.25 Based on the team's observation of the instructional materials used, interviews with students and faculty, 
and a review of software licenses, is the camp us in compliance with applicable licensing and copyright 
laws? 
0Yes 0No 
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If No, insert the section number in parentheses and explain: 

5.26 Are official transcripts for all qualifying credent ials and for those credentials listed in the catalog on file for 
all instructors? 
□ Yes 0No 

If No, insert the section number in parentheses , list faculty names, degrees , and awarding institutions and 
explain: 

5.27 Have faculty transcripts from institutions not accredited by agencies recognized by the United States 
Department of Education been translated into English and evalua ted by a member of the Association of 
International Credential Evaluators (AICE) or the National Association of Credential Evaluation Services 
(NACES) to determine the equivalency of the credentials to credent ials awarded by institutions in the 
United States? 
D Yes D No D Not Applicab le (no faculty members hold foreign credentia ls) 

If No, insert the sect ion number in parentheses, list faculty names, degrees, and awarding instit utions and 
ex lain: 

5.28 Is there documented evidence of a systematic program of in-service training at the campus? 
0Yes 0No 

If Yes, how is this documented? 

If No, insert the section number in parentheses and explain: 

5.29 Is there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
0Yes 0No 

If No for missing plans, insert the section number in parentheses, list faculty names, and explain: 

If No for missing documentation of implementation , insert the section numb er in parentheses, list faculty 
names, and explain: 

5.30 Is there evidence that full-tim e and part-time instructors participate in regularly scheduled faculty 
meetings? 
0Yes 0No 
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If No, insert the section number in parentheses and explain: 

5.31 Is there an adequate core of full- and/or part-time faculty to assure sound direction and continuity of 
development for the educational programs? 
□ Yes 0No 

If No, insert the section number in parentheses and explain: 

5.32 Does the institution utilize contracts and/or agreements with other institutions or entities? 
0Yes 0No 

If Yes, do the contracts and/or agreements comply with all requirements of the applicable cliterion? 
□ Yes 0No 

If No, insert the applicable section number(s) in parentheses and explain: 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

5.33 Does the program include at least 10 semester hours, 15 quarter hours, or their equiva lent and no more 
than 15 semester hours, 22.5 quarter hours, or their equivalent in general education or applied general 
education courses? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

5.34 Are the general education and/or applied general education courses relevant to the chosen degree , and do 
they meet Council standard s? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.35 Are instructors teaching general education courses assigned in keeping with the minimum requirements 
as stated in the Accreditation Criteria? 
□ Yes 0No 

If No, insert the section number in parentheses, list faculty names, degrees, and courses, and explain: 
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FOR ACADEMIC ASSOCIATE 'S DEGREES ONLY 

5.36 Does the program include a minimum of 15 semester, 22.5 quarter hours, or their equivalent in general 
education courses? 
0 Yes 0N o 

If No, insert the section number in parentheses and explain: 

5.37 Do the pro grams' general education courses meet Council standards in that the courses place emphasis on 
principles and theory not on practical applications associated with a patti cular occupation? 
0 Yes 0N o 

If No, insert the section number in parentheses and explain: 

5.38 Are at least one-half of all courses that are part of each associate's degree program taught by faculty 
members who have graduate degrees , profess ional degrees , or bachelor 's degrees plus professional 
certification? 
0 Yes 0N o 

If No, insert the section number in parentheses and explain: 

FOR BACHELOR 'S DEGREES ONLY 

5.39 Does the program include a minimum of 36 semester hours, 54 quarter hours, or their equivalent in 
general education courses? 
0 Yes 0N o 

If No, insert the section number in parentheses and explain: 

5.40 Do the pro gram 's general education courses meet Council standards? 
0 Yes 0No 

If No, insert the section number in parentheses and explain: 

5.4 1 Are at least one-half of all lower-division subjects and all upper-division courses that are part of the 
bachelor 's degree program taught by faculty members who have graduate degrees, professional degrees, 
or bachelor 's degrees plus professional certification? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 
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GENERAL COMMENTS : 

COMMENDATIONS : 

RECOMMEND A TIO NS: 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campu s location, square footage, 
distribution of space, parking situation and any other pertinent information). 

6.02 Does the campus utilize any additional space locations? 
□ Yes 0N o 

If Yes, list the name and address of each location. 

6.03 Does the campus utilize learning sites? 
0 Yes 0N o 

If Yes, list the name and address of each learning site and identify any administrative services offered at the 
site. (Please see section 13 fo r additional information) 

6.04 Are all facilities (including additional space and learning sites) appropri ate for the size of the student 
population and the programs offered? 
0 Yes 0No 

If No, insert the section number in parentheses and explain: 

6.05 Are the following appropri ate to support the student population and the programs offered at all locations 
(including additional space and learning sites)? 
(a) Equipm ent 
0 Yes 0No 
(b) Instructional tools 
0Yes 0No 
( c) Machinery 
0 Yes 0N o 

If No for any item, inse1t the section number in parentheses and explain: 
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6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety , and sanitation 
regulations? 
D Yes D No D Not Applicable 

If No, insert the section number in parenthe ses and explain: 

If Not Applicable, explain: 

GENERAL COMMENTS: 

COMMENDATIONS: 

RECOMM END A TIO NS: 

7. PUBLICATIONS 
7.01 What catalog was used during the evaluation (please include the year, number, and volume if appropriate)? 

7.02 Does the self-study or branch application part II accurately portray the campus? 
0Yes 0No 

If No, insert the section number in parenthe ses and explain: 

7.03 Does the campus publish a catalog that is appropriately printed and bound and available to all enrolled 
students? 
0Yes 0No 

If No, insert the section number in parenthe ses and explain: 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index . 
0Ye s 0No 
(b) An indication of the year or years for which the catalog is effective on the front page or cover page. 
0Yes 0No 
(c) The names and titles of the administrators. 
0Ye s 0No 
(d) A statement of legal control which includes the names of trustees, directors, and officers of the 

corporation. 
0Yes 0No 
(e) A statement of accreditatio n 
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D Yes D No D Not Applicable (initial applicant) 
(f) A mission statement. 
□ Yes 0No 
(g) A listing of full-time faculty members which lists all qualifying credentials held along with the 

awarding institution and the area of teaching special ization. 
□ Yes 0No 
(h) An academic calendar. 
0Yes 0No 
(i) A full disclosure of the admission requirements. 
0Yes 0No 
(j) A statement for each curriculum offered that includes a statement of objective or purpose; an accurate 

and complete listing of all courses in the curriculum with a unique identifying number and title, the 
credit or clock hours awarded; the total credit or clock hours required to complete the cmTiculum; any 
necessary requirements for certification, licensing, or registration needed to work in the field; and any 
additional requirements that must be met to complete the curriculum. 

0Yes 0No 
(k) A description of each course offered that includes the identifying number , title, credit or clock hours 

awarded, a concise description of the course contents, and any necessary prerequisites. 
□ Yes 0No 
(1) An explanation of the grading system that is consistent with the one that appears on the student 

transcript. 
0Yes 0No 
(m) A definition of the unit of credit. 
D Yes D No D Not Applicable (The campus does not award credit) 
(n) A complete explanation of the standards of satisfactory academic progress. 
0Yes 0No 
( o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of each. 
0Yes 0No 
(p) The transfer of credit policy. 
0Yes 0No 
(q) A statement of the tuition , fees, and any other charges. 
0Yes 0No 
(r) A compl ete and accurate listing of all scholarships, grants, and/or loans offered. 
D Yes D No D Not Applicable (no scholarships, grants, or loans offered) 
(s) The refund policy. 
0Yes 0No 
(t) A statement describing the student services offered. 
0Ye s 0No 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog). 
D Yes D No D Not Applicable (initial applicants only) 

If No for any item, insert the section number in parenthe ses and explain: 
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7.05 Does the campus offer degree program s? 
0Yes 0No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numbering system (for all levels). 
□ Yes 0No 
(b) Identification of courses that satisfy general education requirem ents (for occupational associate's, 

academic associate's, and bachelor's degrees only). 
D Yes D No D Not Applicable 
(c) Identification of courses that satisfy the concentration requirements (for academic associate's and 

bachelor 's degrees only). 
D Yes D No D Not Applicable 
(d) Identification of courses that satisfy the upper-division (for bachelor's degree s only). 
D Yes D No D Not Applicable 

If No for any item, insert the section number in parenthese s and explain: 

7.06 Does the camp us offer courses and/or progra ms via distance education ? 
D Yes D No (Skip to Question 7.07.) 

If Yes, does the catalog contain the following? 
(a) A description of each mode of delivery used for distance education courses. 
0Yes 0No 
(b) Any additional or different admissions requirements for student s taking distance education courses. 
D Yes D No D Not Applicable (there are no additional or different admissions 
requirements) 
(c) A description of any tests used to determine access to distance education. 
D Yes D No D Not Applicab le (no additional tests are given) 
(d) A description of the resources and equipment the students must have to avail themselves of distance 

education instruction. 
0Yes 0No 
(e) Costs and fees associated specifically with distance education. 
D Yes D No D Not Applicable (there are no additional costs and fees) 

If No for any item, insert the section number in parentheses and explain: 

7.07 Does the catalog contain an addendum/supp lement? 
D Yes D No (Skip to Question 7.08.) 

(a) Is the catalog updated at an appropr iate interval (the addendum/s upplement should not be used as a 
substitute for meeting this expecta tion)? 

0Yes 0No 
(b) Does the addendum supplement include the school name, location, and effective date for the entire 

document (or for individual sections if effective dates vary)? 
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0Yes □ No 

(c) Do students receive a copy of the addendum/supplement with the catalog? 
0Yes 0No 

If No for any of the above questions, insert the section number in parentheses and explain: 

7.08 Is the catalog available online? 
D Yes D No (Skip to Question 7.09.) 

If Yes, does it match the hard copy version? 
0Yes 0No 

If No (the online verison of the catalog does not match the hard copy version), insert the section number in 
parentheses and explain: 

7.09 Does the campus utilize a multiple-school catalog? 
D Yes D No (Skip to Question 7.10.) 

If Yes, answer the following: 
(a) Are all campuses using the same catalog of common ownership? 
0Yes 0No 
(b) Are all photographs utilized properly labeled to identify the location depicted? 
0Yes 0No 
(c) Are faculty and staff listings properly identified with respect to the campus to which they belong? 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

7 .10 Is all advertising and promotional literature, through any type of media (social media, website , newspapers, 
etc.), truthful and dignified? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

7 .11 Is the correct name of the campus listed in all advertising, web postings and promotional literature? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

7.12 Where does the campus advertise (publications, online, etc.)? 
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Are all print and electronic advertisements under acceptable headings? 
□ Yes 0No 

If No (advertisements are not listed under acceptable headings), insert the section number in parentheses 
and explain: 

7.13 Does the campus use endorsements, commen dations, or recommendation s in its advertising? 
D Yes D No (Skip to Question 7.14.) 

If Yes, is there evidence that prior written consent was obtained and that all representations are factual and 
portraying cunent conditions? 
0Yes 0 No 

If No (there is no such evidence) , insert the section number in parentheses, list student names, and explain: 

7 .14 Does the campus utilize services funded by third parties? 
D Yes D No (Skip to Question 7.15.) 

If Yes, is proper disclosure made for these services? 
0Yes 0No 

If No (proper disclosure is not made) , insert the section number in parentheses and explain: 

7.15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
□ Yes 0 No 

If No, insert the section number in parentheses and explain: 

7.16 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
D Yes D No D Not Applicab le (campus does not participate in financial aid) 

If No, insert the section number in parenthe ses and explain: 

7.17 What institutional performance informat ion does the campus routine ly provide to the public? 

Where is this informat ion published and how frequently is this information being updated? 
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If performance information is not being published, insert the section number in parentheses and explain: 

FOR MASTER'S AND DOCTORAL DEGREES ONLY 

7.18 Does the catalog have a separate section describing the following: 
(a) Program requirements 
0 Yes 0 No 
(b) Admission procedures 
0 Yes 0No 
(c) Transfer policies 
0 Yes 0 No 
(d) Graduation requirements 
0 Yes 0 No 
(e) Regulations 
0 Yes 0No 
(t) Course descriptions 
□ Yes 0 No 

If No, insert the section number in parentheses and explain: 

GENERAL COMMENTS : 

COMMENDATIONS : 

RECOMMEND A TIO NS: 

8. LIBRARY , INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resources? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 
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8.03 Does the campus provide training and support to faculty and students in utilizing library resources as an 
integral part of the learning process? 
□ Yes 0No 

If No, insert the section number in parentheses and explain: 

8.04 Are adequate staff provided to support the development, organization of the collection, and access of 
library resources? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 

Are these methods appropr iate? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

8.06 Is the library staff adequately trained to support the library? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

8.07 Is the campus' established annual budget appropri ate to the size and scope of the camp us and the 
programs offered, and is the allocation appropriate ly expended for the purchase of books , periodicals, 
library equipment, and other resource and reference materials? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

8.08 What is the amount of the current year's library budget excl uding personnel allocations? 
The current year's library budget is 

8.09 What portion of the current year's librar y budget has been spent? 
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How has the money been allocated? 

8.10 Is there evidence that the faculty have maj or involvement in the selection of library resources? 
□ Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.11 Are the library hours adequate to accommodate the needs of all students? 
0 Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR ACADEMIC ASSOCIATE'S , BACHELOR'S , AND MASTER'S DEGREES ONLY 

8.12 Describe how the faculty inspire, motivate, and direct student usage of the library resources? 

Are these methods appropriate? 
0 Yes 0No 

If No, insert the section number in parentheses and explain: 

8.13 Is the Dewey Decimal, Library of Congress, or other appropriate system of classification used to organize 
the library materials? 
□ Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.14 Are records of physical and/or online resources and circulation accurate and up to date? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.15 If interlibrary agreements are in effect, are the provisions appropriate, do they ensure practical use and 
access ibility to the students, and is evidence of student use documented? 
D Yes D No D Not Applicable (no interlibrary agreements) 

If No, insert the section number in parentheses and explain: 
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8.16 Describe any full-text online collections available to students. 

D Not Applicable (No full-text online collections are avai lable) 

8.17 Are the library physical holdings and /or full-text online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

8.18 Does the library collection include holdings in the humanities, arts, social sciences, and sciences, 
includin g mathematics? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR ACADEMIC ASSOCIATE 'S AND BACHELOR 'S DEGREES ONLY 

8.19 Who is the on-site librarian, what are this person's qualifications, and what are his or her hours on-site? 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 
0Yes 0No 
(b) Facilitate the integration of instructional resources into all phases of the campus's ctmic ular and 

educational offerings? 
□ Yes 0No 
(c) Assist students in the use of instructional resources? 
0Yes 0No 

If No for any item, inse1t the section number in parentheses and explain: 

8.20 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

8.21 Have library staff transcripts from campuses not accredite d by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the National 
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Association of Credential Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
D Yes D No D Not Applicable (staff do not hold foreign credentials) 

8.22 Is documentation on file to reflect the librarian 's participation in professional growth activities? 
□ Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.23 Are the hours the library is open adequate to accommod ate the needs of all students? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.24 Does the library make available appropri ate reference, research, and inform ation resources to provide basic 
support for curricular and educational offerings and to enhance student learning? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

FOR NONDEGREE PROGRAMS ONLY 

8.25 Are appropri ate reference materials and periodicals available for all programs offered? 
0 Yes 0N o 

If No, insert the section number in parentheses and explain: 

8.26 Are the instructional resources organized for easy access, usage, and preservation? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.27 Is there a current inventory of instructional resources? 
0 Yes 0No 

If No, insert the section number in parentheses and explain: 

8.28 Does the campus have appropriate and sufficient instructional resources, equipment, and materials to meet 
its educational program objectives and the needs of its students? 
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0 Yes □ No 

If No, insert the section number in parentheses and explain: 

FOR OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 

8.29 Has the campu s designated an individual with the ability to maintain the resources and to assist students 
and faculty? 
0 Yes 0No 

If No, insert the section number in parentheses and explain : 

8.30 Do the resources include the study, reading, and information technology facilities necessary to support the 
effectiveness of all the courses and programs offered by the campus? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.31 Is there a current inventory of instructional resources , includin g online resources? 
0 Yes 0No 

If No, insert the section number in parentheses and explain : 

8.32 Are the resources organized for easy access and usage? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

8.33 Is it ev ident that faculty encourages the use of the library? 
0 Yes 0 No 

If No, insert the section number in parenth eses and explain : 

8.34 Do the library holdings, includin g online collections, support all of the offerings of the campus? 
0 Yes 0 No 

If No, insert the section number in parentheses and explain: 

FOR MASTER'S AND DOCTORAL DEGREES ONLY 
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8.35 Who is the on-site librarian, what are this person's qualifications, and what are his or her hours on-site? 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 
□ Yes 0No 
(b) Facilitate the integration of instructional resources into all phases of the campus's cun-icular and 

educational offerings? 
0Yes 0No 
(c) Assist students in the use of instructional resources? 
0Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

8.36 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
□ Yes 0No 

If No, insert the section number in parentheses and explain: 

8.37 Have library staff transcripts from campuses not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the National 
Association of Credential Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
D Yes D No D Not Applicable (staff do not hold foreign credentials) 

8.38 Does the individual who supervises and manages the library hold an M.L.S. degree or the equivalent, with 
special qualifications to aid students in research? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

8.39 Is documentation on file to evidence that the librarian regularly participates m professional growth 
activities? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 
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8.40 During library hours, is there a professionally trained individual on duty who supervises the library and 
assists students with library functions, and who is competent both to use and to aid in the use of the library 
technologies and resources? 
OYes ONo 

If No, insert the section number in parentheses and explain: 

8.41 Do the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of superior students and to enrich the professional development of the faculty? 
OYes ONo 

If No, insert the section number in parentheses and explain: 

8.42 Does the collection include major professional journals and reference services, research and methodology 
matelials, and as appropliate, information technologies and facilities? 
□ Yes ONo 

If No, insert the section number in parentheses and explain: 

8.43 Are the library holdings, includin g full-text online collections, up to date and adequate for the size of the 
campus and the breadth of and enrollment in its educational programs? 
OYes ONo 

If No, insert the sect ion number in parentheses and explain: 

8.44 What library resources does the campus provide to support a better understand ing of scholarly research at 
the graduate level? 

If No, insert the section number in parentheses and explain: 

GENERAL COMMENTS: 

COMMENDATIONS: 

RECOMMEND A TIO NS: 

9. PROGRAM EVALUATION 
[Name of (ACICS Credential) in (Program Title)] 

FOR ALL PROGRAMS 
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9.01 Is licensure, certification or registration required to practice in the spec ific career field? 
D Yes D No (Skip to question 9.02) 

If Yes, describe how the program provides student s with the necessary skills to obtain licensure, 
certification or other registration necessary to practice in the specific occupational or profe ssional area . 

(a) Is there a federal or state licensing agency pass rate established for this program? 
0 Yes 0No 

If Yes, what is the minimum pass rate set by the federal or state licensing requirements? 
percent. 

Add additional qual[fiers if necessary : 

(b) What are this program 's pass rates for the past three years? 
Year: Pass Rate: 
D Not Availab le 
Year : Pass Rate: 
D Not Available 
Year: Pass Rate: 
D Not Avai lable 

( c) Does the current year's program pass rate exceed or meet the higher of the two pass rates, as set by 
either state or federal requirements or the Council standard of 70 percent? 
D Yes D No D Not App licable 

If No, does the campus provide one of the following: 
Campus Effectiveness Plan (CEP) include an improvement plan for this program with data, 
analysis and activities to meet or exceed Council requirement s? 
□ Yes 0No 

If No, insert sections 2- 1-809, 3- 1-512 and 3-1-111 in parenthes is and explain: 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
0Yes 0No 

If No, insert the section number in parenthe ses and explain: 

9.04 Is there evidence that the program admini strator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
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0Yes □ No 

If No, insert the sect ion numb er in parentheses and exp lain: 

9.05 Are the time and resources devoted to the administrat ion of the educatio nal program(s) sufficient? 
□ Yes 0No 

If No, insert the section number in parentheses and exp lain: 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retentio n rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :S 1 year in 
length)? 
D Yes D No D Not Applicab le (Branch Inclusion only) 
Llf more than one program is listed on the report · If no, please list programs that fall below the standards. 

(b) Student placement rate of 70 percent? 
D Yes D No D Not Applicab le (Branch Inclusion only) 
[If more than one program is listed on the report] If no, please list programs that fall below the standards. 

If No, does the campus provide one of the following: 
A Camp us Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis and activ ities to meet or exceed Cou ncil requirements? 
0Yes 0No 

If No, insert sectio n numbers 2-1-809, 3-1-5 12 and 3-1-111 in parentheses and exp lain: 

9.07 List the communi ty resources and describe how they are utilized to enrich the program(s). 

9.08 Is the utilization of community resources sufficient to enrich the program? 
0Yes 0No 

If No, insert the sect ion numb er in parentheses and exp lain: 

9.09 Does the catalog and/or other adve rtising material such as brochures and web site, accurately describe the 
program and its objectives? 
0Yes 0No 

If No, insert the sect ion numb er in parentheses and exp lain: 
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-
9.10 Does the program include an externs hip? 

D Yes D No (Skip to question 9.11) 

(a) Does the institution have a written and mutually signed agreement that outlines the arrangement 
between the institution and the externship site, including specific learning objectives, course 
requirements, and evaluation criteria? 
D Yes D No D Not Applicable (no student is at the point of needing them) 
(b) Is the experience supervised by an appropriate ly qualified faculty member? 
0Yes 0No 
(c) Is there evidence, based on observation, that the extemship or internship is an appropriate culminatio n 
of previously studied theory and appropriate for the program 's objectives? 

□ Yes □ No D Not Applicable (site was not visited-please explain) 

If No, insert the section number in parentheses and explain: 

9 .11 Does the program use independent studies? 
D Yes D No (Skip to question 9.13) 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.13 Are the curriculum and length of the program appropr iate to meet the educational and placement objectives 
of the program? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9. 14 Are course prerequisites appropriate , are they identified in the cata log, and are they being followed? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.15 Is an appropriately detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
0Yes 0No 
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(b) Course numbers 
0Yes 0No 
(c) Course prerequisites and/or corequisites 
0Yes 0No 
( d) Instructional contact hours/credits 
□ Yes 0No 
(e) Leaming objectives 
0Yes 0No 
(f) Instructional materials and references 
0Yes 0No 
(g) Topical outline of the course 
0Yes 0No 
(h) Instructional methods 
0Yes 0No 
(i) Assessment criteria 
0Yes 0No 
(j) Method of evaluating students 
□ Yes 0No 
(k) Date the syllabus was last reviewed 
0Yes 0No 
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For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
D Yes D No D Not Applicable (Branch Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 
work assignments 
D Yes D No D Not Applicable (Branch Inclusion OR clock hour program) 

If No, insert the section number in parentheses, list the courses, and explain: 

9.16 Do student s confirm that they receive a course syllabu s and that it is followed? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
0Ye s 0No 

If No, insert the section number in parentheses and explain: 

9.18 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
D Yes D No D Not Applicable (there have been no graduates) 
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How many calls to graduates or employers were attempted? 
[For a single progra m, use a full sentence. For two or more rograms, lease list in the manner below. Delete non-aJ:Jplicable 
credential leve ls] 

The following numbers of calls were made to em loyers or graduates for the following PJOgrams: 
Diploma in XX: 
Occupational Associate's degree in XX: 
Academic Associate's degree XX: 
Bachelor's Degree XX: 

How many calls to graduates or employers were successful? 
The following numbers of calls, by program, were successful: 
Diploma in XX: 
Occupational Associate' s degree in XX: 
Academic Associate's degree in XX: 
Bachelor 's Degree in XX: 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of success ful contacts and confinnations. 

If No, insert "Section 3-1-303( a)" in parentheses and explain: 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No D Not Applicable 

If No, insert "Section 3-l-303(a)" in parentheses and explain: 

FOR RENEWAL OF ACCREDITATION AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
D Yes D No (Skip to question 9.23) 

9.21 Does the campus' written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Titl e IV 
funding? 
D Yes D No D Not Applicable (Clock hour programs only) 

If No, insert the section number in parentheses and explain: 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
D Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
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-
If No, insert the section number in parentheses and explain: 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number and nature of the program? 
(a) Facilities. 
0Yes 0No 
(b) Instructional equipment. 
0Yes 0No 
(c) Resources. 
0Yes 0 No 
(d) Personnel. 
0Yes 0 No 

If No for any item, insert the section number in parentheses and explain: 
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9.24 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
0Yes 0No 
(b) Well-defined instructional objectives. 
0Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
0Ye s 0No 
(d) Appropriate modes of instructional delivery. 
0Yes 0No 
(e) The use of appropriate assessment strategies. 
0Yes 0No 
(f) The use of appropriate experiences. 
0Yes 0No 

If No for any item, inse1t the section number in parentheses and explain: 

FOR NONDEGREE PROGRAMS ONLY 
9.25 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 

development for the educational programs? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 
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9.26 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
0 Yes 0 No 

If No, insert the section number in parentheses, list the faculty and course, and explain: 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIATE 'S, 
AND BACHELOR 'S DEGREES ONLY 

9.27 Do the faculty members' qualifications meet the minimu m requirements outlined in the Accredita tion 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
□ Yes 0 No 

If No, insert the section number in parentheses, list the faculty and course, and explain: 

9.28 Is the size of the faculty appropriate to the total student enrollment? 
0 Yes 0 No 

If No, insert the section number in parentheses, list the faculty and course, and explain: 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S AND MASTER 'S 
DEGREES ONLY 

9.29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
□ Yes 0 No 

If No, insert the section number in parentheses and explain: 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER 'S, DEGREES ONLY 

9.30 Are teaching loads reasonable? 
0Y es 0 No 

If No, insert the section number in parentheses, list the faculty and courses, and explain: 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 
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9.31 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
0Y es 0No 

If No, insert the section number in parentheses, list the instructor and course, and explain: 

9.32 What is the cunent student/teacher ratio? 
(Calculate the student/teacher ratio by using the following formula: 
-Add the number of students enrolled in the program-specific courses (courses with program prefix) 
-Divide by the number of such courses being offered that term. Round to the nearest whole number (refer 
to the class schedule in its entirety). 

9.33 Is the current student-teacher ratio reasonable for the mode of delivery and course content ? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.34 Is the number of hours required to complete the occupational assoc iate's degree at least 60 semester 
hours, 90 quarter hour s, or 1800 clock hour s or their equivalent , earned over a period of four semes ters, 
six quarters, or the equivalent? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.35 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree ? 
0Yes 0No 

If No, insert the section number in parenthe ses and explain: 

9.36 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
D Yes D No D Not Applicable (no student s in the second year) 

If No, insert the section number in parenthe ses and explain: 

9.37 Are the second-year courses based upon appropriat e first-year prerequi sites? 
0Yes 0No 
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If No, insert the section number in parentheses and explain: 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

9.38 Is the number of hours required to complete the program at least 60 semeste r hours, 90 quarter hours, or 
their equivalent, earned over a period of four semesters, six quarters , or the equivalent? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.39 Is there a minimum of 30 semester hours, 45 quar ter hours, or their equivalent in courses within the area 
of concentration? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.40 Does the cun-iculum quantitatively and qualitatively approximate the standards at other collegiate 
institutio ns offering the same degree? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.41 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
D Yes D No D Not Applicable (no students in the second year) 

If No, insert the section number in parentheses and explain: 

9.42 Are the second-year courses based upon appropr iate first-year prerequisites? 
D Yes D No D Not applicable 

If No, insert the section number in parentheses and explain: 

FOR BACHELOR 'S DEGREES ONLY 

9.43 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a pe1iod of eight semesters, 12 quarters, or the equiva lent? 
0Yes 0No 
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If No, insert the section number in parentheses and explain: 

9.44 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
□ Yes 0No 

If No, insert the section number in parentheses and explain: 

9 .45 If the institution offers only the last two years of the bachelor's degree program , do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No D Not Applicable (institution offers all four years of the degree) 

If No, insert the section number in parentheses and explain: 

9.46 Does the curriculum quantitatively and qualitatively approximate the standard s at other collegiate 
institution s offering the same degree? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.47 Is enrollment in the third and fourth years of the bachelor 's program sufficie nt to support regularly 
scheduled classes and laboratory work? 
D Yes D No D Not Applicable (no students in the third and fourth years) 

If No, insert the section number in parentheses and explain: 

9.48 Are the third- and fourth-year courses based upon appropriate prerequisites? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

FOR MASTER'S DEGREES ONLY 

9.49 Describe the commi ttee that oversees the developm ent , modification, and maintenance of the graduate 
degree program. 

Does the committee include: 
Student s 
0Yes 0No 
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Faculty 
0Yes □ No 
Admi nistrators 
0Yes 0No 
Employers 
□ Yes 0No 
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If there is no committee and/or the committee is missing any of the required members, insert the section 
number in parentheses and explain: 

9.50 Are the program, courses, and services appropriate to the institution's mission and to its specific goals and 
objectives? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.5 1 Are the graduate program faculty directly involved in the development and modificatio n of the master 's 
degree policie s, procedure s, and curricula? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.52 Is the number of hours required to complete the program at least 30 semester hours, 45 quarter hours, or 
their equivalent, of course work, plus a thesis at the graduat e level; or at least 36 semester hours, 54 
qumter hours, or their equivalent , of course work at the graduate level if a thesis is not required. ? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.53 Does the curriculum quantitatively and qualitative ly approx imate the standards at other collegiate 
institution s offering the same degree? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.54 Is enrollment in the master 's program sufficient to support regularly scheduled classes and laborat ory 
work? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 
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9.55 Are the course prerequisites appropriate, and are they being followed? 
0Y es 0No 

If No, insert the section number in parentheses and explain: 

9.56 Do all faculty members possess a graduate degree in the field or related field of the courses they are 
teaching, and do a sufficient number possess a terminal degree? 
0Yes 0No 

If No, insert the section number in parentheses, list the faculty and course, and explain: 

9.57 Does faculty possessing terminal degrees teach at least one-half of all graduate-level courses? 
0Yes 0No 

If No, insert the section number in parentheses and explain: 

9.58 Does the campus encourage graduate faculty members to engage in scholarly research and to publish in 
professional journals? 
0Yes 0No 

If Yes, please describe how the campus encourages scholarly activity: 

If No, insert the section number in parentheses and explain: 

GENERAL COMMENTS: 

COMMENDATIONS: 

RECOMMEND A TIO NS: 

LEARNING SITE(S) REPORT QUESTIONS 

1. Who has responsibility for the administration of the learning site? Describe the individual's academic 
credentials and professional experience. 

2. What is the distance (i.e. driving or walking distance) between the learning site and the campus that has 
administrative oversight of it? 
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3. Describe how appropriate provisions have been made for supervision and monitoring of the learning site 
by the administration of the campus that is administratively responsible for the learning site. 

4. Describe how students at the learning site are provided with access to student services, identifying if 
services are provided at the learning site or the oversight campus. 

5. List the staff member s employed only at the learning site, if applicable. 

6. Describe how students are informed , during the recruitment and enrollment process, that they will be 
attending classes at the learning site location. Are full programs offered at the addition or only courses? 
Please specify. 

7. Cite evidence that the learning site employs a sufficient number of faculty members for the number of 
courses offered and the size of the student population. 

8. List the instructiona l equipment available for faculty and student usage at the learning site. 

9. Describe the physical facility. Does it appear to be adequate and appropriate to support the educational 
programs offered and the current enrollment at the learning site? 

10. Describe how the learning site is referenced in all advertising, including the catalog of the oversight 
campus. 
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IN TRODUCTION 

The Accrediting Council for Independent Colleges and Schools ("ACICS" or "Council") supports the concept that 
periodic evaluation entered into voluntarily by institutions and their peers enhances the quality of the educational 
process and demonstrates that self regulation of a profession is superior to outside regulation . This has been the 
philosophy of ACICS since 1912 when the first association of business schools was formed. 

ACICS is incorporated as a non-profit education organization in the Commonwealth of Virginia and maintains 
offices in the District of Columbia . It has been recognized by the U.S. Department of Education since 1956 as a 
national institutional accrediting body. The federal government, for purposes of distributing institutional and student 
financial funds, lists ACICS as an accrediting body on which it relies in determining the quality of education and 
training offered at institutions that ACICS accredits. 

To help institutions and peer evaluators meet their responsibilities in conducting the process, ACICS developed and 
periodically has revised a set of policies, procedures, and standards governing the activity. Collectively, they comprise 
the Accreditation Criteria which, when complied with by institutions, results in the awarding of accreditation. 
This document incorporates all changes agreed to by the institutions since the last published edition, as well as 
organizational modifications. 

Embodied in these criteria is the belief by ACI CS chat accredited institutions should at all times demonstrate a high 
standard of professional conduct involving educational practices and business ethics. Accreditation is not a regulacory 
process in the legal sense. The Council encourages not just conformity to standards but a continuous striving for 
excellence. Only those institutions that believe in this tenet should seek accreditation . 





TITLE I GENERAL POLICIES 

Chapter 1 An Overview of the Council 

IN TRODUCTIO N 

Accreditation is an independent appraisal of an institution during which the institution's overall educatio nal quality 
(including outcomes), professional status among similar institutions, financial stability, and operational ethics are 
self-evaluated and judged by peers. It is a voluntary activity separate and distinct from business licensing, authority to 
award educational credentials, and eligibility to administer student financial assistance. 

1-1-100 - B YLAWS 

The Bylaws of the Accrediting Council for Independent Colleges and Schools ("ACJCS" or "the Council") are an 
integral part of the Accreditation Criteria and are incorporated herein by reference. The Bylaws are contained in 
Appendix A. 

1-1-200 - RECOGNI TION 

AC ICS is recognized by the U.S. Department of Education ("the Department") as a national institutional accrediting 
agency that is a reliable authority regarding the quality of education and training provided by the institutions that it 
accredits. Any proposed change in the policies, procedures, or accreditation criteria that might airer ACICS's scope of 
recognition or ACICS's compliance with the requirements for recognition by the Department will be submitted to 
the Department and other appropriate agencies. 

The Department's recognition provisions include certain operationa l requirements. According ly, the Counc il adopts 
the following statements regarding ACICS and the manner in which it carries out its accreditation function : 

(a) The Counci l grants accreditation for an established period of time, as described more fully in these 
criteria . Prior to the expiration of the grant of accreditation, each institution must seek a renewal of 
accreditation. The Council maintains complete and accurate records for each accredited institution chat 
cover the current and the prior periods of accreditation. 

(6) The Council conducts ongoing and comprehensive reviews of its accreditation criteria and its policies and 
procedures ro ascertain their appropriateness and effectiveness. Proposed changes ro the criteria or the 
Council 's policies and procedures may be initiated by the Council or submitted by member institutions or 
other interested parties, and substantive proposed changes approved by the Council will be circulated to 
member institutions, appropriate governmental agencies, and other interested parties for comment. The 
Council will consider all comments before it adopts any final changes . 

1-1-300 - PUBLI C PARTI CIPATION 

Visitors co Council policy meetings will be seated as space permits. They should notify the President or the Chair of 
the Council in advance if they wish ro address specific agenda items . Individuals may request that items be placed on 
the agenda by writing ro the President at least 45 days before each meeting. 



TITLE I GENERAL POLICIES 

Chapter 2 Eligibili ty Criteria 

I NTRODUCTION 

The Council fulfills an evaluative and accrediting function for a particular sector of postsecondary education . This 
function has been deemed appropriate by the U.S. Department of Education through the recognition of ACICS. 

The mission of the Accrediting Council for Independent Colleges and Schools is to advance educational excellence at 
independent, nonpublic career schools, colleges, and organizations in the United States and abroad. This is achieved 
through a deliberate and thorough accreditation process of quality assurance and enhancement as well as ethical 
business and educational practices. 

1-2-100 - MI NIMUM ELIGIB ILITY REQUIREMENTS 

To be eligible for consideration for accreditation, an institution or entity must satisfy the following minimum 
requirements. 

(a) le shall be either an institution of postsecondary education (as herein defined) primarily offering 
certificates or diplomas and postsecondary institutions offering associate's, bachelor's, or master's degrees 
in programs designed ro educate students for professional, technical, or occupational careers; or a 
noninstitutional entity offering professional enhancement education. 

An institution is presumed to be an institution of postsecondary education if it (I) enrolls a majority of its 
students in one or more programs, the content of which is on a postsecondary academic level and which 
leads to a postsecondary academic credential (such as a certificate, diploma, or degree) or an occupational 
objective; (2) enrolls students who possess a high school diploma or its equivalent, or who are beyond the 
age of compulsory school attendance and demonstrate through valid assessment an ability to benefit from 
the educational experience; and (3) offers at least one program which is a minimum of 300 clock hours in 
length. 

A noninstitutional entity must enroll a majority of its students in one or more programs, the content of 
which is on the postsecondary level or at a level which prepares the student for immediate enrollment into a 
postsecondary program. A noninstiturional entity is ineligible to participate in federal student aid programs 
or to award degrees. 

(b) It shall be legally organized; licensed by (1) the appropriate state education agency for postsecondary 
institutions or (2) the appropriate state agency for authorizing the conduct of business in that state for 
noninstitutional entities; and have offered its educational services to the general public for at least two 
years immediately prior to consideration of the application by ACICS . 

(c) Its mission shall be to offer educational programs which help students develop skills and competencies to 
enhance their careers. 

(d) Its residential enrollment and enrollment in each program shall be sufficient both to support course work 
and learning experiences that, separately or in combination, constitute measurable and defined 
educational programs, and to enable ACICS to assess the educational effectiveness of those programs. 
Institutions that are considered distance education institutions may be considered on a case-by-case basis 
provided they require a residential component. 
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(e) It shall have a sufficient number of graduates from a majority of its programs ro enable ACICS to assess 
the educational effectiveness of chose programs. Programs offered at any credential level from which there 
are no graduates will be reviewed in accordance with Section 2-2-107 . 

(f) It shall be in compliance with all applicable laws and regulations. 

(g) It shall be organized as a corporation, as a limited partnership with a corporate general partner, or as a 
limited liability company. 

(h) Its evaluation for accreditation shall be authorized by the chief executive officer. 

(i) Its owners or manag ers shall not have been debarred by ACICS (See Section 2-3-1000 ). 
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TITLE I GENERAL POLICIES 

Chapter 3 Classification of Campuses and Institutions 

INTRODUCTION 

ACICS is an institutional accrediting body that accredits entire institutions . It does not separately accredit ind ividual 
campuses or programs. All approved locations and programs are included within the institution's grant of accredita
t ion . Therefore, all campuses must meet the standards estab lished by the Council and must be evaluated according ly. 
The specific method by which compliance with these standards is evaluated and accreditation is conferred depends 
upon the classification of campuses and the institutions they comprise . 

1-3-100 - C LASSIFICATION OF C AMPUSES 

The Council classifies campus activities into two categories: main and branch campus. 

1-3- 101. Main. A main campus is the primary location of an institut ion to be accred ited by ACICS. Th is campus is 
expected to meet fully all applicable standards set forth in the Accreditation Criteria. 

1-3- 102. Branch Camp us. A branch campus is a location of an institutio n that is geograph ically apart and indepen 
dent of the main campus of that institution, but under the same corporate structure as the main campus (i.e., part of 
the main campus corporation or a wholly owned subs idiary) . ll1e branch campus is permanent in nature, offers 
courses in educational programs leading to a degree, certificate, or other recognized educational credential, and has its 
own budget, faculty, administrative staff and supervisory organ izat ion . 

Full disclosure must be made in the catalogs of the main campus and/or branch campus as to the credentials and 
programs offered at each location. A branch campus may publish its own catalog . 

1-3-103. Lea rning Site. A learning site is a classroom extension of a main campus or branch campus that is apart 
from the managing location and is capable of providing sufficient academic and adm inistrative oversight, provid ing 
access to all student services and instructional resources and maintaining academic quality . Learning sites used for 
delivery of d istance education activity or collaborative arrangements with other ent ities for specific on-site education 
al activity must be approved by the Council on a case-by-case basis and are subject to a quality assurance visit as 
specified by the Council. 

1-3-200 - CLASSIFICATION OF I NSTITUTIONS 

1-3-200. Classifica tion of Institutions. The Counci l classifies institutions into three categories : single campus , 
multiple campus, and distributed enterprise. Classification depends upon the number of locations included within 
the inst itution and the nature of adm inistrative control over educational activities at the institut ion . 

1-3-201. Single Camp us Inst ituti on. A single campus institution is an institution that provides educational pro 
grams at one main campus. Accreditation is granted to the institution. 

1-3-202. Multip le Campus Institution . A multiple campus institution is an institution that provides ed ucat ional 
programs at one main campus and one or more branch campuses. Compliance with the Accreditation Criteria of the 
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main campus and its branch campuses is reviewed separately. Accreditation is granted to the institution at the main 
campus, with the specific inclusion of each of the branch campuses. 

1-3-203. Centrally Controlled Institution. A centrally controlled institution is an institution that provides educa

tional programs at multiple locations operating within the context of an administrative system. *Implementation of 
this section of the Criteria and all references to Centrally Controlled Institution is not yet effective. The effective date 
will be announced as soon as it has been determined by the Council. 

(a) The centrally controlled institution must include one main campus with branch campuses and an 
academic administrative center. The institution must demonstrate its capacity to add and to successfully 
control educational activities at multiple locations. 

(b) The academic administrative center is the primary location of a centralized academic administrative 
system by which educational activities at a centrally controlled institution are controlled . These 
educational activities include development and delivery of instructional programs, hiring and evaluation 
of faculty, establishment and maintenance of facilities, selection and purchasing of instructional 
equipment and library resources, provision of academic and student support systems, and maintenance of 
financial stability. The physical address of an academic administrative center may be identical to or 
separate from that of a main campus . Some administrative activities not directly related to design and 
delivery of educational programs may be controlled at ocher locations affiliated with the academic 
administrative center. 

(c) To be classified as a centrally controlled institution, an institution must have 

(i) been accredited for at least ten consecutive years; and 

(ii) a main campus and at least three branch campuses that are currently accredited by ACICS and have 
been accredited by ACICS for at least the last four years. 

(d) To be classified as a centrally controlled institution, an institution must provide satisfactory evidence of a 
well-established and highly centralized administrative system to ensure and enhance quality at all the 
campuses of the institution that includes: 

(i) Clearly identified academic control; 

(ii) Regular evaluation of the comp liance of all the campuses with Council standards; 

(iii) Adequate faculty, facilities, resources, and academic and student support systems; 

(iv) Financial stability; and 

(v) Long-range planning, including planning for expansion . 

Compliance of a centrally controlled institution with the Accreditation Criteria is evaluated by the Council at the 
system level and also subsequently at the individual campus level. Accreditation is granted to the institution, with the 
specific inclusion of the main campus and all branch campuses. 
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TITLE II GENERAL PROCEDURES 

Chapter 1 Gaining and Maintaining Accreditation 

INTRODUCTION 

This chapter outlines the steps that institutions must follow and the procedures utilized by ACICS leading to and 
following the award of accreditation status . Accreditation is a deliberate and thorough process and is entered into for 
purposes of quality assessment and institutional enhancement. When an institution applies for and receives a grant of 
accreditation, it is committing itself to operate in accordance with the standards and policies established by the 
Council throughout the term of the grant. 

Inasmuch as accreditation is given for a specified period of time not to exceed six years, ACICS uses the term "initial 
grant " to connote the first time an institution is accredited. The term "renewal of accreditation" indicates a continu 
ing status with ACICS after an institution has reapplied, has been reevaluated, and, in effect, has been reaccredited. 

2-1 -100 - ACCREDITATION W ORKSHOP REQUIREMENTS 

The Council schedules accreditation workshops each year. Applicants for initial or renewals of accreditation are required 
to attend a workshop . During these workshops, Council representatives will consult with institutional representatives to 
help them understand and complete the process. Institutional representatives are required to attend an accreditation 
workshop within 18 months prior to the final submission of the self-study. For initial applicants, the chief on-sire 
administrators of main campuses and all branch campuses are required to attend. For currently accredited institutions, 
the chief on-sire administrators or the renewal self-study coordinators for single campus institutions and multiple 
campus institutions, and representatives of centrally controlled institutions are required to attend. Currently accredited 
centrally controlled institutions are responsible for providing workshop information to the chief on-site administrators 
and renewal self-study coordinators of all main campuses and branch campuses. 

2-1-200 - INITIAL ACCREDITATION 

All communications concerning initiation of the accrediting process for an institution should be sent to the ACICS 
office. The accrediting process proceeds in distinct phases , each of which must be satisfactor ily completed by the 
institution before the next can occur. Each phase must be authorized by the chief executive officer of the institution, 
who also can authorize voluntary withdrawal from the process at any time prior ro final action by ACICS . 

When considering whether to award an initial grant of accreditation to an institution, ACICS will take into cons ider
ation the actions of other recognized accrediting agencies that have denied accreditation to the institution, placed the 
institution on probationary status, or revoked the accreditation of the institution. If an institution's accreditation was 
withdrawn or denied previously by ACICS , its initial application will be considered only after at least two years have 
elapsed. 

2- 1-201. Preliminary Review . The institution must request in writing a preliminary review and receive a determina
tion as to whether it is eligible to apply for accreditation as a single campus institution or a multiple campus institu
tion . Such a preliminary review does not constitute an application . 

To be eligible for accreditation, the institution must meet the eligibility criteria outlined in Title I, Chapter 2 and the 
definitions of campuses and institutional types outlined in Title I, Chapter 3. In addition, it must have graduated at 
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least one class at each credential level it offers. Programs offered at any credential level from which there are not 
graduates will be reviewed as required in Section 2-2-107. 

2-1-202. Application. The institution, after receiving a favorable preliminary review, shall submit a formal applica
tion for accreditation on forms supplied by ACJCS. By submitting an application for an initial grant of accreditation, 
the institution agrees to be bound by the standards contained herein, including the ACICS Bylaws contained in 
Appendix A. 

The institution shall certify chat the requirements covered in Tide I, Chap ter 2, "Eligibility Criteria" have been met. 
The application forms, eligibility certification, supporting documents required in the application form, and the 
nonrefundable application fee shall be submitted to ACICS. 

Once an institution has been determined to be eligible for evaluation, filed a formal application, and remitted the 
application fee, the application is kept active for a period of one year. 

2-1-203. Resource Visit. Following a determination by staff of the completeness of the application material s, a 
resource visit will be made to the institution, at the institution's expense, to determine if it is ready to begin the 
self-evaluation. ACICS, at its discretion , may waive a resource visit if that institution has maintained a satisfactory 
standing with another recognized accrediting agency. A report of the resource visit will be made available to the 
school and to ACICS and will be used for advisory purposes only. 

Initial applicants must submit audited financial statements certified by an independ ent certified public accountant for 
the institution 's most recent fiscal year before a resource visit will be scheduled. 

2-1-204. Self-Evaluation. Self-evaluation is the most important part of the accreditation process, requiring full 
involvement by administration, staff, and faculty. The Council publishes separate guidelines and materials to help 
institutions with the process. 

2-1-205. Scheduling the Evaluation Visit. Council staff will schedule dat es for the visit or visits to evaluate compli
ance of an institution at all of its locations . It is the responsibility of the institution to agree to dat es for the visit(s) 
when classes are in session, faculty is teaching, administrative staff is available, and other operations are functioning 
normally. 

2-1-300 - RENEWAL OF ACCREDITATION 

It is the responsibility of the institution to file an application and remit the appropriate fees for a renewal of accredita
tion by September 30th of the year prior to the last year of the grant of accreditation. This also involves submission of 
the institution 's renewal self-study, with supporting documents. Institutions that have not submitted a renewal 
self-study by December 1st of the year preceding expiration of the grant, and have not requested and received an 
appropriate extension or notified the Council of intent to voluntarily withdraw its accreditation, may be issued a 
compliance warning. The accreditation previously granted to an institution expires automatically with the passage of 
time unless extended by an action taken by ACICS. An extension of the previous grant cannot exceed one year, and 
not more than one extension may be given except for extraordinary circumstances over which the institution has no 
control. 

2-1-301. Application. Th e process of app lication for a renewal of accreditation is the same as for initial accreditation 
except chat institutions are not required to undergo another resource visit. Multiple campus institutions chat are 
applying for renewals of accreditation will be required to submit a separate self-study for each branch campus. 
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Inst itutions classified as central ly controlled institu tions may submit a consolida ted self-study with an appropr iate 
supplement for each location. The Council will not consider an application for a renewal of accreditation unless all 
repons are current and all fees are paid . (See Sections 2-1-801 and 2-1-802.) 

2-1-302. Withholding of Accreditation. A decision by ACICS, based upon the application and evaluation for a 
renewal of accreditat ion, not to award accreditation for a new period is cons idered to be the withholding of accredita
tion, not the withdrawal of the previous grant of accreditation. The previous grant expires automatica lly with the 
passage of time unless the Counc il affirmatively extends the previous grant wh ile it is consider ing the renewal of 
accreditation application . The Council always will give written reasons for withholding accredita tion, and the matter, 
from that point, will be governed by procedures later described in Title II, Chapter 3, "Counci l Actions." 

ACICS will not award a renewal of accreditation to an institution that is subject to an interim action by another 
recognized institutional accrediting agency or a state agency char could lead co the suspension, revocation, or termina
tion of that institution 's accreditation or authority to provide postsecondary education. Further, a renewal of accredi
tation will not be awarded to an institution th at has been notified by its state licensing agency of a threatened suspen
sion, revocation, or termination by the state of the institution's legal authority to provide postsecondary education, 
and the due process rights required by the action have not been exhausted. 

2-1-400 - VISITING TEAMS, SELECTION AND COMPOSITION 

When an institution has submitted a satisfactory self-study and other required documentation, the office of the 
President will appoint a team to visit and evaluate the institution. The institution is notified of the composition of the 
visit ing team and may request that team members be replaced for cause. 

2-1-401. Selection of Team Members. Evaluarors are selected from amo ng educators, executives, and practitioners in 
business, administrative, and technical fields, and from state departments of education and other evaluation and 
approval bodies. The person designated as chair of the team is experienced in management and is responsible for 
assuring that the visit is conducted fairly and thoroughly. 

Appropriate scare licensing and approval bodies are routinely notified of forthcoming visits and invited to partici pate 
in the visits as observers. They do not participate in team deliberations or in preparing the team report. 

2-1-402. Composition of Teams. The size and qualificat ions of the team are determined at che discretion of the 
Council based on the type and size of the institution, the type and number of programs being offered, the mode of 
educat ional delivery, location of the campus, student enrollment, credentials offered, and ocher special circumstances 
such as visits to centrally controlled academic administrative centers. Full-team on-site evaluation visits will consist of 
individuals serving as academic, adm inistrat ive, pub lic, or member representa tives as defined in Appendix A - Bylaws. 

The app lication forms and the comp leted self-study will be supplied to members of the visiting team for review prior 
to the visit and for use during the visit. 

2-1-403. Evaluation of Separately Accredited Programs. If, in compliance with Section 3-1-515, an attestation 
and documenta tion have been provided to ACICS that a program at an institution has been separately accredited by 
a specialized accreditor recognized by the U.S. Department of Education, or the Council for Higher Education 
Accreditation, or, for foreign institutions, the government or appropr iately recognized organiza tion providing special
ized accreditation, ACICS at its sole discretion may accept those documents as evidence chat the accredited program 
meets an acceptab le level of quality. 
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2-1-404. Staff Member on Visit. A member of the ACICS staff accompanies teams on visits. In the event that an 
ACICS staff member is unable to accompany a team on a visit, the use of a qualified and trained contractor may be 
used as the ACICS staff representative on the visit. The ACICS staff representative is responsible for assuring that 
comparability is achieved from visit to visit and from institution to institution. The same ACICS staff representative 
who accompanies a team also is available when ACICS deliberates and may be asked questions about what was 
observed and reported by the team during the visit. 

2-1-405. Expenses. Visit expenses for all team members, including the ACICS staff member who accompanies the 
team, shall be paid by the institution. Expenses include an honor arium for members of the team. 

2-1-500 -TEAM FUNCTIONS AND PROCEDURES 

An institution is expected co be performing according to what it reported in its self-study and to be in compliance 
with the Accreditation Criteria at the time of the visit. 

2-1-501. Scope of Visit. The scope of a visit will depend on the location , operation, size, program offerings, and 
classification of the institution. For a multiple campus institution, the main campus and all branch campuses are 
subject to evaluation, either in conjunction with the main campus or separately. 

2-1-502. Functions. The functions of the evaluation team are to verify information in the institution's self-study and 
to report all facts observed during the visit as to how the institution is accomplishing its stated mission, or failing to 

do so, in compliance with the criteria . 

2-1-503. Procedures. Institutions are provided in advance with a checklist of materials and documents that should 
be current and readily available for review by the team. Prior to the visit, institutions are requ ired to update the 
self-study where significant changes have occurred since its submission to ACICS. Teams visiting an academic 
administrative center will generate a report that will be shared with teams conducting visits to the individual cam
puses within the centrally contro lled structure. 

During the visit, institutions are expected to make provisions for adequate consultation between team members and 
the faculty, administrative staff, students, and chief on-site administrative officer. 

The team prepares a written report that covers each area reviewed at the institution and includes other information 
pertinent to an accurate evaluation. The report subsequently is sent by the team chair to ACICS. 

An exit conference is conducted at the conclusion of the visit and is attended by the chief executive or administrative 
officer of the institution and any others designated by the chief executive officer. During the session, the chair of the 
team will summarize the evaluation team's findings. Members of the team also may append to the report recommen
dations for institutional improvement. The visiting team is not a decision-making body. 

2-1-600 - POST-VI SIT PRO CEDURES 

After the evaluatio n visit, the following post-visit procedures and reviews occur. 

2-1-601. Opportunity to Respond . The ACICS office sends a copy of each evaluation team report to the designated 
representative at the centrally controlled academic administrative center or to the chief on-site administrator of the 

Effective January I, 2016 9 



TI T LE II CHAPTER I 

respective multiple or single campus institution. These individuals are invited ro respond in writing within the 
specified time frame. 

2-1-602. Intermediate Review. All materials pert inent to an institution's accreditation are reviewed by experienced 
persons before being reviewed by the Council. These materials include, but are not limited to, the institution's 
self-evaluation report(s), the visiting team report(s), the institution's response(s) to the team report, financial records 
of the institution (which are not examined by the evaluation team), and any official reports from state or federal 
regulatory bodies. 

The Intermediate Review Committee (IRC) upon intensive review of institutional files, makes recommendations ro 
the Council of possible accreditation action. 

2-1-603. Council Review. All materials collected during the evaluation process are reviewed by the Council. Only 
the Council can take a final accreditation action. 

2-1-700 - COUNCIL AC TIONS 

Action by ACICS ro accredit or renew accreditation or not to do so, or to limit or otherwise condition the grant of 
accreditation, is determined only following review of the self-evaluation report prepared by the applicant institution, 
the report of the visiting team, the response of the institution ro that report, the institution's financial condition, and 
the recommendations (if any) of the interim reviewers. At each level of review, the number and seriousness of any 
deficiencies are taken into account, as well as the institution's indicated willingness and capability ro overcome them. 
The Council may, at its discretion, direct an institution co submit a teach-out agreement, as described in Section 
2-2-303 of the Accreditation Criteria. Specific Council actions are discussed in Title II, Chapter 3. 

2-1-701. Maximum Length of Grants of Accreditation. The Council determines the grant lengths of each campus 
that is accredited by ACICS. The maximum length of an initial grant of accreditation is three years. If an institution 
can demonstrate a record of having been in good standing with another institutional accrediting agency recognized 
by the United States Department of Education, the Council may award an initial grant of up to four years. The 
maximum length of a renewal grant of accreditation is six years. 

2-1-702. Grant Lengths of Branch Campuses in Multiple Campus Institutions. The Council at its discretion may 
determine that the grant length and/or expiration date for a branch campus will not coincide with the grant length 
and/or expiration date for the main campus. In the event that the main campus fails to maintain its accreditation 
status with ACICS, the associated branches and learning sites are ineligible for accreditation by ACICS. 

2-1-800 - MAINTAINING ACCREDITATION 

An institution, by successfully completing the process, inherently agrees to keep ACICS fully informed of activities at 
the institution. The Council requires an annual report from each main and branch campus, where appropriate. 
Institutional changes that must be reported to ACICS are described in Chapter 2. 

2-1-801. Annual Accountability Reports. The Annual Accountabi lity Reports must be submitted on Council forms, 
comply with Council guidelines, and be certified by the chief executive officer of the institution. Data must be 
submitted separately on the Campus Accountability Report (CAR) for each main campus and for each branch 
campus. A centrally controlled institution must also submit a consolidated Institutional Accountability Report (JAR) 
containing information and data on the institution as a whole. These reports are due on or before November 1 
annually. Failure to submit the Annual Accountability Reports in a timely manner will result in the revocation of 
accreditation. 
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2-1-802. Annual Financial Report. The Annual Financial Report must be submitted on Council forms and be 
certified by an officer or scockholder of the corporation. Data must be submitted separately for each campus included 
in a grant of accreditation. A centrally controlled institution must also submit a consolidated report containing data 
on the institution as a whole . It is due no more than 180 days after the end of the inst itut ion's fiscal year. Failure co 
submit the Annual Financial Report in a timely manner will result in the revocation of accreditation. 

2-1-803. Audited Financial Statements. Audited financial statements, certified by an independent certified public 
accountant, are essential instruments in the determination by ACICS of an inst itution 's financial stability. All inst itu
tions are required co submit audited financial statements within 180 days of the end of their fiscal year. 

2-1-804. Payment of Fees. Institution s are required to pay all annual sustainin g fees, user fees, evaluation visit deposits 
and expenses, and other assessed costs by the established deadlines. Non-payment of any fees or expenses subjects a 
member to revocation of accreditation without a hearing . (See Article VI, Section 5 of the Bylaws [Appendix A]). 

2-1-805. Unannounced Visits. The Council, at its discretion, may direct an unannounced visit to occur at an institu
tion about which it has received adverse inform at ion or when general operat ions of the institution may be called into 
question. Procedures for unannounced visits are described in Appendix B. 

2-1-806. Denoting Accreditation. Only after accreditation is granted by ACICS may an institution so denote its status 
in official publications or in advertising. The form of notice is prescribed by ACICS, and specific permissible language is 
set forth in Institutional Publications Requirements in Appendix C. 

2-1-807. Program Length and Tuition and Fees. ACICS will determine average program lengths and tuition and fees 
annually based on information collected in the Annual Accountability Reports and will provide these data to all accred
ited institutions. Institutions with program lengths that are more than one standard deviation from the average will be 
required to submit an explanation for the deviation. If the Council does not accept the explanation, it may require a 
consu ltat ion between ACICS and the institution, direct an on-site evaluation, issue a compliance warning, or withhold 
inclusion of the program from the institution's current grant of accreditation . 

In assessing these relationships, the Council will consider institutional mission, program object ives and content , types 
and locations of instructional delivery, knowledge and skills necessary for students to reach competence, and addi
tional requirements that may be placed upon a graduate for emp loyability, including, if applicable, certification or 
licensure. 

2-1-808. Financial Review. The Counc il reviews the Annual Financial Report , audited financial statements, and 
other relevant information to monitor each institution's financial condition . When this review indicates that an 
institution's financial condit ion may be weak or deteriorating, the Counci l will require the institution to furnish 
Quarterly Financia l Reports, a Financial Improvement Plan , or other interim narrative reports that demonstrate the 
actions the institution is tak ing co improve its financial condition. If the Council determ ines the institution no longer 
complies with the Council's requirements for financial stability, the Council will issue a compliance warning, issue a 
show-cause directive, or otherwise take negative action and require the institut ion co demonstrate comp liance wit hin 
the time frames described in Title II, Chapter 3. These time frames may be extended at the sole discretion of the 
Counci l for good cause, including evidence that there has been significant improvement in the deficient area(s) and 
the applicable time frame does not provide sufficient time to demonstrate full compliance, e.g., significant improve
ment in financial stab ility. Institutions that are required to subm it interim financial reports or that are determined co 
be out of compliance with the Council's standards for financial stability are considered to be on financial review and 
are subject to additional restrict ions regard ing the initiat ion of branches and learning sites. 
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2-1-809. Student Achievement Review. The Council reviews the Campus Accountability Report (CAR) and Institu
tional Accountability Report (IAR) to mon itor performance in terms of student achievement at both the campus and 
program levels. Measures will include retent ion; placement; and licensure pass rates, if applicab le. When this review 
indicates that student achievement is below Council standards, the Council will require the institution to add an 
Improvement Plan with in its Campus Effectiveness Plan (CEP) and/or Instituti onal Effectiveness Plan (IEP) . If the 
Council determines the institution is out of compliance with the Council's requirement for student achievement, the 
Council will issue a compliance warning and require the institution to demonstrate compliance with the next year's 
CAR submission. This time frame may be extended at the sole discretion of the Council for good cause, including 
evidence that there has been significant improvement in the deficient area(s) and the applicable time frame does not 
provide sufficient time to demonstrate full compliance, e.g., improvement in retention, placement, or licensure pass 
rates. 

2-1-810. Student Loan Cohort Default Rates Review. The Council will monitor an institution's student loan cohort 
default rates. An institution may be subject to additional reports or actions based upon these rates. 
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TITLE II 

Chapter 2 

I NTRODUCTION 

GENERAL PROCEDURES 

Institutional Changes 

Approval by ACICS is required before substantive changes are implemented , and inst itutions should notify ACICS of 
other significant changes. The material in chis chapter explains the evaluation procedures chat ACICS will follow for 
approving substantive and non-substantive changes. 

2-2-100 - S UBSTANTIVE CHANGES 

2-2-101. List of Substantive Changes. The following institutional changes will be considered substantive and require 
Council approval before they can be included in the institution's scope of accreditation: 

(a) Any change in the established mission or objectives of the institution as described in Standard 2-2-103; 

(b) Any change in the legal status, form of control, or ownership of the institution as described in Section 
2-2-400; 

(c) The addit ion of programs that are considered to be out of scope. Programs considered out of scope are those 
that represent a significant departure from existing programs that were offered when the agency last 
evaluated the institution as described in Standard 2-2-105; 

(cl) The addition of courses or programs that represent a significant departure from the existing delivery method 
utilized when the agency last evaluated the institution as described in Standard 2-2-106; 

(e) The addition of programs of study at a degree or credential level different from that which is included in the 
institution's current scope of accreditation as described in Standard 2-2-107; 

(f) A change from clock hours to credit hours as described in Standard 2-2-108; 

(g) 25% or greater increase in the number of clock or credit hours awarded for successful completion of a 
program as described in Standard 2-2-109; 

(h) The acquisition of any other institution or any program or location of another institution; 

(i) The addition of a permanent location at a site at which the institution is conducting a teach-out for students 
of another institution that has ceased operating before all students have completed their program of study; 

(j) The entering into a contract under which an institution or organization not certified to participate in the 
Title IV, HEA programs offers more than 25 percent of one or more of the accredited institution 's 
educational programs as described in Standard 2-2-505; and 

(k) The establishment of a branch campus geographically apart from the main campus at which the institution 
offers at least 50 percent of an educational program as described in Standard 2-2-104(a). 

(l) The proposed addition of a direct assessment competency-based program as described in Standards 2-2- 111, 
3-1-505, and Appendix H, Section l. 

2-2-102 . Effect of Extensive Substan tive Changes. The Council shall conduct a comprehensive on-site evaluation of 
the institution if substantive changes that have been made or are proposed are sufficiently extensive that the institu
tion's capacity to maintain compliance with accreditation standards requires an immediate assessment. Substantive 
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changes are defined by Council as "extensive" when the types and/ or number of changes are so substantial that the 
nature and scope of the accredited institution will no longer be the same since last evaluated and in its place a new 
institution has evolved. 

2-2-103. Change of Institutional Mission . It is the responsibility of the institution to secure approval from the 
Council prior to implementing any change in the mission or objectives of the institution. 

2-2-1 04. lnitiation of Additional Campus Acti vity . An additional activity includes any ongoing instructional 
activity offered at a site away from the main facility of an institution . Activity at a site that meets the Council's 
definition of a "Branch" is described in Section 1-3-100, Classification of Campuses. Activity at a site that does not 
meet the definition of an Branch Campus is referred to below as a "Learning Site." Reporting requirements are as 
follows: 

(a) Branch Campus. It is the responsibility of the institution to secure approval from ACICS of the intention 
to initiate a branch campus before the branch begins classes. If approved, activity must be initiated at the 
branch campus within one year of the proposed start date . A branch campus must be approved by the 
Council before advertising, recruiting, and enrollment may take place. Failure to secure approval from 
ACICS prior tO the initiation of a branch campus may call into question the accreditation of the 
institution. 

The institution shall provide, on Council forms, the rationale for initiation of the branch and other 
information about the educational programs, credentials to be awarded, faculty, learning resources, physical 
and financial resources, strength in supporting fields, admission and graduation requirements, compliance 
with state law and authority to operate, number of students, and administrative arrangements . An acceptable 
catalog which identifies the branch campus also shall be included as part of the application. 

The Council will monitor the number of branch applications submitted for each main campus and main 
campuses under common ownership based on a demonstration of sound administrative and financial 
capabilities . The Council reserves the right to limit the number of branches based on its review of 
demonstrated administrative and financial capabilities. 

Any institution which (1) is required to submit a financial improvement plan to the Financial Review 
Committee, or which (2) is under a deferral action by the Council must request and receive prio r permission 
from ACICS for the initiation of any branch campuses. An institution under a show-cause direct ive, a 
negative action, or in a probation status will not receive approval from ACICS for the initiation of any 
branch campus while the action is in effect. 

(b) Leaming Site. It is the responsibility of the institution to secure approval from ACICS prior to initiation of 
any new educational activity which is under the direct control of the on-site administration of a main 
campus or branch campus and at a site that is apart from the primary location of that campus . In addition, if 
that activity involves 50% or more of an academic program, the learning site must be approved by the 
Council before advertising , recruiting, and enrollment may cake place. If approved, activity must be initiated 
at the learning site within one year of the proposed start date. The institution shall provide, on Council 
forms, the location of the activity, its educational purpose, the programs offered, the number of students 
involved, and any additional information ACICS may request. A catalog for the campus which identifies the 
learning site also shall be included as pare of the application. 

Any institution which has a campus that (1) is under review by the Financial Review Committee of ACICS, 
(2) shows either a net loss or a negative net worth on its most recent financial report, (3) is required to report 
placement and/or retention data to the Institutional Effectiveness Committee, or (4) is under a deferral 
action by the Council must request and receive prior permission from ACICS for the initiation of any 
additional campus activity at which 50% or more of an academic program is provided. An institution under 
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a show-cause directive, a negative action, or in a probation status will not receive approval for the initiation 
of any such additional campus activity while the action is in effect. 

2-2-105. Addition of Programs Out of Scope. It is the responsibility of the institution to secure approval from the 
Council of the intention to initiate the addition of programs that represent a significant departure or are out of scope 
from existing educatio nal programs that were offered when the agency last evaluated the institution. 

The institution or campus must initiate the approval process through the submission of a new program application 
and required documents for Cou ncil review and approval before being included in the institution's scope of accredita
tion. 

2-2-106. Initiation of Distance Education (Online) or New Instructional Delivery Method. It is the responsibility 
of the institution to secure approval from the Council of the intention to initiate online delivery if all courses and 
programs within the institution are curr en tly approved for residential or face-to-face instructional delivery method. 
Any significant change in instructional delivery method requires prior Council approval. 

The institution or campus must initiate the approval process through the submission of a new program application 
and required documentation information for Council review and approval before being included into the institution's 
current scope of accreditation. 

2-2-107. Expansion of Program Offerings to Higher Credential Level It is the responsibility of the institution to 
secure approval from the Council of the intention to initiat e a program at a high er credential level. 

The institution or campus must initiate the approval process through the submission of a new program application 
and required documentation for Cou ncil review and approval before being included into the institution 's scope of 
accreditation. 

2-2-108. Initiation of Change from Clock to Credit Hour Offering. It is the responsibility of the institution to 
secure approval from the Council of the intention to initiate a change from clock to credit hours in its program 
offering through the submission of an application and requ ired documentation. 

2-2-109. Increasing the Number of Clock or Credit Hours. It is the responsibility of the institution to secure 
approval from the Council of the intention to initiate an increase of 25 percent or greater in the number of clock or 
credit hours awarded. If the percentage is less than 25 percent but results in a change in the credential level, the 
credential level will be evaluated to be within the institution's scope of accreditation. 

The institution or camp us must initiate the approval process through the submission of a new program application 
and requ ired documentation for Council review and approval before being included into the institution 's scope of 
accreditation. 

2-2-110. Evaluation, Approval, and Monitoring of Substantive Change Activity. All activity for which approval is 
sought will be evaluated by ACICS before approval is granted. Following is a description of those evaluations. 

(a) Branch Campus. Initial inclusion of a branch campus within the scope of the accreditation of the 
institution may be granted upon receipt of all required info rmation . An institution proposing the 
initiation of a new location must follow the procedures as outlined by the Council and disclosed on its 
website. A new location must receive initial inclusion before advertising, recruiting, or enro lling students 
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at the proposed location. The Counci l reserves the right co requ ire a preliminary visit co any potential 
branch campus prior to the granting of initial inclusion. 

A branch campus that is granted ini tial inclusion will be required to undergo a verificat ion visit within six 
months after the initial class start date . Following this visit, the Council may require the institution co 

submit additional information to sat isfy areas of concern identified during the evaluation. 

Only after a determination of acceptab ility and notification to the inst itution of th e decision, may the 

institution consider a branch campus to be included within the scope of the institution's grant of 
accredi tation . If approval is withheld, the withholding may be treated as a deferral or a denial, based on 

circumstances, and the institution may exercise its due process rights as outlined in Tide II, Chapter 3. 

(6) Learning Site. The President is authorized to evaluate and approve additions to a main or branch campuses 
that are apart from the primary location of that campus . Educationa l act ivities at a learn ing site are eligible 

to be evaluated for inclusion within the scope of the accreditation of the managing campus provided that 

the learn ing site has been established to meet a specific educat iona l need or condition and is authorized by 
the appropriate governmental education authority, if applica ble. 

The managing campus proposing the initiation of a learning site must submit a Learning Site Application. 
The managing campus must assure the Council that the educational act ivities at the learn ing site 

complement the overall objectives of the institution. Based on its review of the application materials, ACICS 
may (1) grant inclusion of the learning site or (2) deny the applicat ion. 

A learning site that is granted inclusion will be required to undergo a verification visit within six mo nth s 
after the initi al class start date if 50% or more of a program wi ll be offered at the site. Follow ing this visit, 

the Council may require the institution to submit additional information to sat isfy areas of concern 

ident ified during the evaluation. 

All addi tions co the campuses of an institut ion are evaluated during an insti tuti on's regular evaluation for a 

renewal of accreditation. 

(c) New Programs of Study. Changes to an institution's scope of accreditation resulting from the proposed 
initi at ion of a new program of study, must be approved by the Council following a comprehens ive review 

of supporting materials specific to the substantive change. Only upon approval of the substantive change 
to the inst itu tion 's scope of accred itatio n is the institution or campus authorized co advert ise, recruit, and 

enroll students for the new program. 

To further monitor the institution or campus which initiated the substant ive change co the institution's 

scope of accreditation, an on-site evaluation visit will be conducted as directed by th e Council. 

Following this visit, the Council may require the institution to submit additional information to satisfy areas 

of concern identified during che evaluation . 

2-2-111. Addition of a Direct Assessment Competency-based Program. It is che responsibility of the institution to 

submit the required app licat ion for Council review and approval. The ini tial Counci l approval allows the institution 
to app ly for submission of an application for approval of that competency-based program to the United States 

Department of Education for T itle IV Federal student financial aid. See also Standard 3- 1-505 and Append ix H , 
Section l. 

2-2-120 - INITIATION AND EVALUATION OF CHANGES WITHIN CURRENT SCOPE 

All programs and delivery methods must be within the institution's scope of accreditation and receive ACICS ap

proval before recruiting or enro llin g students. Programs offered by th e institution are appropriately evaluated during 
the institution's initial grant of accreditation and renewal of accreditation evaluations. 
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The initiation of a new program, or a change in the overall objective of a currently approved program or in the 
credential level of an existing program, requires approval prior to implementation. The initiation of courses and 
programs offered via an online modality also requires approval prior to implementation. An application form and any 
additional documentation specified by ACICS muse be submitted. Programs chat have not started within one year of 
the proposed start date and programs that have been inactive for at least three years must be surrendered as defined in 
Section 2-2-503, Termination of Programs. Institutions or campuses must have demonstrated compliance with ACICS 
standards at a lower credential level before requesting a new program at a higher credential level. 

Any institution or campus on interim reporting to the Financial Review Committee may be required to obtain prior 
permission from ACICS for the initiation of any new program. Any institution or campus under a compliance 
warning, a show-cause directive, a negat ive action, or in a probation status must obtain prior approval to apply for a 
new program. Additionally, any institution or campus subject to a comprehensive on-site evaluation as a result of 
extensive substantive changes must obtain prior permission from ACICS for the initiation of any new program. 

2-2-121. Changes to Existing Programs. Changes to existing or currently approved programs fall under (a) extensive 
changes and (b) non-sub stantive changes. 

(a) Extensive Changes. An extensive change to existing program application process must be initiat ed and 
approval received prior to implementation. Failure to do so will result in a compliance warning for 
offering an unapproved program. The following changes will be considered substantive changes to the 
institution's scope of accreditation and require approval per Section 2-2-100 Substantive Changes: 

i. A 25% increase in the number of clock or credit hours awarded for successful completion of an 
existing program. 

ii. a change from clock hours to credit hours 

(6) Non-substantive Changes. These include minor changes to existing programs which do not substantially 
alter the scope, objectives and nature of the programs as described in Standard 2-2-15 l. 

2-2-122. Substantial Changes to Nonmain Campus Operations. Prior notification to ACICS is required when an 
institution decides to make substantial changes to the operation of a nonmain campus. Notice shall be made in 
writing to the President, who is authorized to act on behalf of ACICS in approving such changes. 

Failure to notify and receive approval prior co substantial change of activity may call into question the accreditation 
of the institution, and further evaluation may be required. 

2-2-151. Non-Substantive Prog,·am Changes. Institutions and campuses are requ ired co notify the Council of all 
non-substantive changes to existing programs. Changes in the program name, clock/contact hours, credits awarded, 
or program length will be disclosed to the public via the ACICS Web site. T11e following non-substantiv e changes will 
be acknowledged: 

(a) Less than 25% change in existing contact hours; credits awarded, curriculum content (courses offered), or 
program length of a currently approved program within a 12-mont h period. 

(6) A change in the name of an existing program chat does not change the overall objective of the program. 

(c) A change from semester to quarter credit hours or vice versa. 

2-2-152. Non-Substantive Changes to Campus Operations. As a condition for maintaining its accreditation status, 
the institu tion is expected to keep ACICS informed of changes affecting campus operations. 
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2-2-200 - REDESIGNATION OF CAMPUSES 

2-2-201. Branch-to-Main Campus Reclassification. A branch is eligible for evaluation as the freestanding main 
campus of a separately accredited, single campus institution only if it has been operating as an approved branch for at 
least two years. Branches seeking main campus status must submit the appropriate application, and audited financial 
statements certified by an independent certified public accountant for the institution's most recent fiscal year. The 
Council reserves the right to conduct an on-site quality assurance monitoring visit at any time as it deems necessary. 

2-2-202. Reassignment and Consolidation of Campuses. Institutions seeking to reassign the classification of a 
campus or campuses or co consolidate groups of campuses muse submit the appropriate application and documenta
tion , includi ng the rationale to the Council. The Council will consider the institution's requested grant expiration 
dace for the newly formed group of campuses and assign modified or full-team evaluation visits as necessary co bring 
the grant lengths of the various groups of campuses into alignment. The scope and timing of these visits will be based 
on the length of che grant of accreditation for each group being reassigned or consolidated, as well as a review of 
determining factors such as retention and placement rates, report ing status, complaints and adverse, and any other 
pertinent information. No campus will be given an extension of its current grant longer than one year for purposes of 
the consolidation, and new campuses moving through the branch inclusion process will be visited as part of that 
process, regardless of the consolidation proposal. The Council reserves the right to assign an on-site evaluation visit at 
eithe r the main campus or branch campuses at any time as it deems necessary. 

2-2-203. Designation of Centrally Controlled Institution. An institution may app ly for classification as a centrally 
controlled institution by submitting an application and attachments on forms provided by the Council. Upon review 
of these materials, an evaluat ion visit will be conducted at one or more admin istrative sites and designated campuses 
to verify the information submitted and assess the eligibility of the institution for this classification. A full report will 
be submitt ed to the Counc il for review and approval. 

2-2-300 - CLOSING OF A CAMPUS 

In all instances of termination of activity at either main or nonm ain campuses, ACICS must be assured that provision is 
made for presently enrolled students to complete the program of instruction for which they have enrolled, either at that 
institution or at another acceptable institution. In addi tion, ACICS must be assured that student academic transcripts 
are safely stored and protected and that the transcripts will be accessible to students and alumni indefinitely. ACICS 
and the appropriate regulatory agency must be notified of the arrangements made in this regard. 

2-2-301. Closing of a Main Campus. An institution is required to notify ACICS as far in advance as possible when 
it plans to cease operation. It must complete the appropriate forms describing its plans for teaching out its students 
and for storing and servicing its records and other information necessary for effecting the cessation of operations as 
smooth ly as possible. The institution's grant of accreditation will be revoked as of the effective dat e of closing . 

When ACICS receives information from any source that an institution has ceased to operate, it shall immediately 
take steps to verify the information. If the Counc il believes that the institu tion, in fact, has ceased opera tions, the 
grant of accreditation is summarily suspended. Such action is authorized without prior notice or hearing and with 
imm ediate public notice. 

The institution shall be notified of the summary suspension in writing at its address of record. Within l O days after 
receipt of the suspension notice, the institution may petition ACICS for an expedited determination of whether such 
suspension shou ld be withdrawn. If no petition is filed within IO days, the suspension automatically shall become a 
revocation effective as of the date of notice of suspension . 
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2-2-302. Closing of a Nonmain Campus. An institution is required co notify ACICS as far in advance as possible 
when it plans to close a nonmain campus. It must complete the appropriate forms describing its plans for teaching 
out its students and for storing and servicing its records and other information necessary for effecting the cessation of 
operations as smoothly as possible. The nonmain campus will cease to be included in the institution's grant of 
accreditation as of the effective date of the closing. 

2-2-303. Teach-out. The Council may direct a currently accredited institution to provide a school closure plan or a 
formal teach-out agreement in response to adverse information, high cohort default rate(s), low retention and/or 
placement rate(s), financial instability, or other concerns that may call into question the institution's ability co continue 
to serve the educat ional needs and objectives of its students or to continue as an on-going concern. If an institution 
closes or announces its intent to close, the Council will work to the extent feasible with the U.S . Department of Educa
tion and the appropriate state regulatory agencies to ensure that students are given reasonable opportunities to comp lete 
their education without additional charge. An institution that closes without completing its contractual training obliga
tions to stude nts must refund all unearned revenue. 

Should an institution enter into a teach-out agreement with another accredited institution, the signed agreement 
must be submitted co and approved by the Council prior to implementation. In addition co general information on 
the institutions entering into the teach-out agreement, the agreement must demonstrate chat: 

(a) students will be provided, without additional charge, all of the instru ctio n promised but not yet provided 
by the closing institution; and 

(b) the teach-out institution is geographically proximate to the closing institution or otherwise can provide 
students with reasonable access co its programs and services, and that it has the necessary experience, 
resources, and support services to provide an educat ional program that is of acceptable quality and is 
reasonably similar in content, structure, and scheduling to that provided by the closing institution. 

2-2-400 - OWN ERSHIP OR CONTROL 

The Council at all times must know who is in control of an accredited institution. The transfer of ownership or a 
change in the control of an institution is a substantial change that must be approved by the Council before continua
tion of accreditation can occur. Any institution or owning corporation chat is contemplating a transaction that may 
result in a change of ownership/control mu st submit the appropriate application and supporting documentation co 
the Council for approval 30 days prior to consummating the proposed change. Failure to provide chis notification in 
a timely manner may negatively impact the continuation of accreditation. Transactions that constitut e a change of 
ownership/control vary depending on the structure of the entity that owns or controls the institution. 

Accredited institution s are owned or contro lled by one of several types of corporations, by a limited partnership with 
a corporate general partner, or by a limited liability company, each of which is defined in the following subsections . 
In cases where the entity that directly owns or controls the institution is a subsidiary of another entity, the Council 
requ ires information on and monitors the ownersh ip of the controlling entity, the parent entity , and any entiti es in 
the chain between tho se two. 

(a) Privately held corporation. A privately held corporation is one that operates for profit in which one or more 
stockholders own the voting stock of the corporation. The stock is marketable, but a majority of the 
voting stock is not traded on public markets overseen by governmental agencies such as the Securities and 
Exchange Commission in the United States. The contro l of a privately held corporation is vested in those 
in control of a majority of the voting stock of the corporation. 
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(b) Publicly traded corporation. A publicly traded corporation is one that operates for profit in which a 
majority of the voting stock is traded on public markets overseen by governmental agencies such as the 
Securities and Exchange Commission in the United States. The control of a publicly traded corporation is 
vested in the voting members of the board of directors of the corporation. 

(c) Not-for-profit corporation. A not-for-profit corporation is one that has been determined by a governmental 
agency to be tax exempt for reasons the same as or similar co chose set forth in Section 50 I of the Internal 
Revenue Code of the United States. The control of a not-for-profit corporation is vested in the voting 
members of the board of directors of the corporation. 

(d) Limited partnership with corporate general partner. A limited partnership is one that is organized in 
accordance with the partnership laws of its home jurisdiction. The control of the limited partnership is 
vested in the general partner, which muse be a corporation as defined in subsection (a), (6), or (c) above. 

(e) Limited liability company. A limited liability company is one that has been granted a certificate of approval 
under the laws of the state corporation office or other appropriate regulatory body in its home 
jurisdiction. A limited liability company may or may not issue certificates of ownership. The control of a 
limited liability company is vested in the members, whose ownership interests are defined in the limited 
liability company operating agreement or other such governing document, who are in control of a 
majority of the direct or beneficial ownership interest in the company. 

2-2-401. Change of Ownership or Control A change of ownership or control generally means that a transaction has 
occurred whereby a new person , combination of persons, or entity can exercise control of a corporation or limited 
liability company as described in Section 2-2-400. The following subsections outline the typical changes of ownership 
or control of the three types of corporations that own accredited institutions, including corporate general partners in 
limited partnerships, and limited liability companies. Transactions other than those outlined below, however, may 
constitute a change of ownership or control, and the Council reserves the right in its discretion to make the determi
nation of whether a change of ownership or control has occurred in all cases. Institutions, therefore, must keep the 
Council informed of all substantive changes in the ownership of stock and the composition of the board of directors. 

In addition to the transactions ouclined below, any change from one type of entity to another as defined in Section 
2-2-400 constitutes a change of ownership or control. Institutions also are reminded that nonmain campuses cannot 
be bought or sold independencly of their main campus. 

(a) Privately held corporation. A change of ownership or control of a privately held corporation occurs as a 
result of any of the following transactions: 

(i) the transfer of 50% or more of the total outstanding voting stock from one party or parties to another 
party or parties; 

(ii) a transfer of voting stock chat results in the ownership of 50% or more of the total outstanding voting 
stock by any party other than any previous owner of 50% or more of the total outstanding voting 
stock; 

(iii) a transfer of voting stock whereby a stockholder's ownership of outstanding voting stock decreases 
from more than 50% to 50% or less, or from 50% to less than 50%; or 

(iv) any other transaction whereby a stockholder or group of stockholders who previously could not 
exercise control of the corporation as described in Section 2-2-400(a) now can exercise control. 

(6) Publicly traded corporation. A change of ownership or control of a publicly traded corporation occurs as a 
result of any of the following transactions or events: 
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(i) the change of 50% or more of the voting members of the board of directors in any rolling, 12-month 
period; 

(ii) a change in the number of voting members of the board of directors in any rolling, 12-month period 
chat will allow a group of directors to exercise control who could not exercise control before the 
change; 

(iii) the acquisition of outstanding voting shares by any entity whereby chat entity owns 50% or more of 
the total outstanding voting shares; or 

(iv) any other transaction that is deemed by an appropriate governmental agency to constitute a change of 
control, including but not limited to a transaction that requires the corporation to file Form 8-K with 
the Securities and Exchange Commission of the United States. 

(c) Not-for-profit corporation. A change of control of a not-for-profit corporation occurs as a result of any of 
the following occurrences: 

(i) the change of 50% or more of the voting members of the board of directors in any rolling, 12-mont h 
period; or 

(ii) a change in the number of voting members of the board of directors in any rolling, 12-month period 
that will allow a group of directors to exercise control who could not exercise control before the 
change. 

(d) limited partnership with corporate general partner. A change of ownership or control of a limited 
partnership with a corporate general partner occurs when the corporate general partner has undergone a 
change of ownership or control as defined in subsection (a), (6), or (c) above. 

(e) Limited liability company. A change of ownership or control of a limited liability company occurs as a 
result of any of the following transactions: 

(i) the transfer of 50% or more of the direct or beneficial ownership interest from one member or 
members to another member or members; 

(ii) a transfer of direct or beneficial ownership interest that results in the holding of 50% or more of the 
total direct or beneficial ownership interest by any member other than any previous member who 
owned 50% or more of the total direct or beneficial ownership interest; 

(iii) a transfer of direct or beneficial ownership interest whereby a memb er's direct or beneficial ownership 
interest decreases from more than 50% to 50% or less, or from 50% to less than 50%; or 

(iv) any other transaction whereby a member or group of members who previously could not exercise 
control of the company as described in Section 2-2-400(e) now can exercise control. 

A change of ownership or control also occurs when ownership or control of the primary assets of an institution or the 
authority to operate an institution is transferred from the controlling corporation, limited partnership, or limited 
liability company to another corporation, limited partnership, or limited liability company . A change of ownership or 
control, however, has not occurred when there is a transfer of assets among wholly owned subsidiary corporations or 
between a wholly owned subsidiary corporation and its parent corporation; a transfer of assets from a subsidiary 
corporation to its parent corporation where the parent corporation owns a majority of the outstanding stock of the 
subsidiary corporation; or a transfer of assets among subsidiary corporations where the common parent owns a 
majority of the outstanding stock of the subsidiary corporations. 

The Council, for purposes of determining ownership or control, views married couples as a single enriry, and it views 
closely related family groups as a single entity in most cases where all of the present and future relevant stockholders 

Effective January 1, 2016 21 



TI T LE II CHAP TE R 2 

actively participate in the management of the corporation. No change of ownership occurs when stock is transferred 
to a close family member by operation of law or inheritance upon the death of one of the stockholders. 

2-2-402 . Contingent Sales. The Council will not grant reinstatement of accreditation after a change of ownership or 

control if the sale of the stock or assets triggering the change of ownership is contingent on approval of the transac
tion by the Council. If the transaction is rescinded as a result of a condition subsequent to the change of ownership 

or control of an institution, then the previous owner must apply to the Council for reinstatement. 

2-2-403 . Change of Ownership or Control Review Procedures. Institutions must submit Part I of the change of 

ownership/control application 30 days prior to the transfer of ownership or change in control occurs. Part II of the 
change of ownership/control application must be submitted within five business days after the transaction. The 

following procedures govern the Council's review of change of ownership/control: 

(a) Automatic Discontinuation. Any change of ownership or control results in the immediate and automatic 

discontinuation of an institution's grant of accreditation. The grant of accreditation may be reinstated only 

upon application to and approval by the Council. Because the discontinuation results without action or 

prior approval on the part of the Council, this change in status does not constitute withdrawal of 
accreditation and is not a negative action. 

(b) Reinstatement. After the grant of accreditation has been discontinued, it may be reinstated at the discretion 

of the Council within 30 days of the change in ownership/control, Those terms and conditions of the 
reinstatement process are set forth in policy statements issued to the field and in the change of ownership/ 

control application document that institutions must file to initiate the reinstatement process. The Council 

will conduct a quality assurance monitoring visit within six months of the effective date of a change of 
ownership/control. The new owner(s) and the chief on-site administrator must provide evidence of 
attending an ACICS Accreditation Workshop within one year of the change of ownership or attend an 

Accreditation Workshop prior to the quality assurance monitoring visit. 

(c) Effect. Until the Council approves a reinstatement of the grant of accreditation, the accreditation of the 
institution remains in abeyance. If approval of the application for reinstatement is withheld, the matter 

will be treated procedurally as a deferral or denial, as the case may be. (See Title II, Chapter 3, Council 
Actions, for further information.) 

2-2-500 - PROGRAMS OF STUDY REGULATIONS 

2-2-501. Evaluation of Programs for Purposes of Federal Financial Aid. As part of its evaluation of an institution 
for initial accreditation or renewal of accreditation, ACICS will review the institution's policies and procedures for 

determining credit hour assignments for purposes of awarding federal financial aid. ACICS will evaluate the reliability 

and accuracy of the institution 's assignment of credit hours, as defined by federal requirements, to courses and 
programs and will determine whether this assignment conforms to commonly accepted practice in higher education. 

(a) Credit Hours for Credit-Hour Programs. The evaluation of credit hour programs, as defined by federal 
requirements, for purposes of financial aid is based on the following federal definition of a credit hour: 

Except as provided in federal regulations, a credit hour is an amount of work represented in intended 
learning outcomes and verified by evidence of student achievement that is an institutionally established 

equivalency that reasonably approximates not less than - (1) One hour of classroom or direct faculty 
instruction and a minimum of two hours of out of class student work each week for approximately fifteen 

weeks for one semester or trimester hour of credit, or ten to twelve weeks for one quarter hour of credit, 
or the equivalent amount of work over a different amount of time; or (2) At least an equivalent amount of 

work as required in paragraph (1) of this definition for other academic activities as established by the 
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institution including laboratory work, internships, practica, studio work, and ocher academic work 
leading to the award of credit hours. 

(b) Credit Hours for Programs that are neither Credit-Hour nor Clock-Hour Programs. Clock hour programs as 
defined in federal regulations may not assign credit hours for the purpose of awarding federal financial aid. 
However , undergraduate degree programs of less than two years in length and non-degree programs chat 
are not fully transferrable co degree programs of at lease two years in length (with at least two graduates) at 
the same institution are eligible to convert clock hours to credit hours for purposes of awarding federal 
financial aid. In doing so, these program s may seek to combine a minimum number of hours in a range of 
hours of student work outside of class with a required minimum number hours of instruction alone to 
meet or exceed a total number of clock hours of instruction. The evaluation of these clock-to-cred it hour 
programs is based upon the following federal conversion formulas: 

The institution's student work outside of class combined with the clock hours of instruction meet or exceed 
the following num eric requirements: 

(i) A semester hour muse include at lease 37. 5 clock hours of instruction ; 

(ii) A trimester hour must include at least 3 7. 5 clock hours of instruction; and 

(iii) A quarter hour must include at least 25 clock hours of instruction; and 

The clock hours of instruction alone meet or exceed the following numeric requ irements: 

(A) A semester hour must include at lease 30 clock hours of instruction; 

(B) A trimester hour must include at least 30 clock hours of instruction; and 

(C) A quarter hour must include a least 20 hours of instruction. 

2-2-502. Program Compliance Warning. When the Council determines that a program at a campus of the 
institution has fallen below the compliance standard for retention, placement, or licensure pass rates, the institution 
will be provided in writing with a warning regarding the alleged deficiency. The warning will note that the program 
will have co come into compliance by meeting or exceeding the program-level standard prior to the expiration of the 
established timefran1e or be taught out and discontinued or otherwise conditioned. 

A program compliance warning is not a negat ive or conditioning action and is therefore not appealable. Rather, it is 
issued as an official notification to an institution that a program provided by the institution is out of compliance with 
agency standards. Following receipt of a program compliance warning, the institution must bring itself into compli
ance within the time frames specified in Title II , Chapter 3, or the institution will be subject to adverse action in the 
form of withdrawal of approval for inclusion of the program within the institution 's grant of accreditation. The time 
frames may be extended at the sole discretion of the Council for good cause, including evidence that there has been 
significant improvement in the deficient area(s) and the applicable time frame does not provide sufficient time to 
demonstrate full compliance, e.g., significant improvement in retention, placement or licensure pass rates. 

2-2-503. Termination of Programs. The withdrawal of approval for a program following the issuance of a program 
compliance warning or a decision by an institution co terminate any program voluntarily mu st be appropriately 
communicated to all interested publics. These publics include, but are not limited to, students, governmental agen
cies, the local community, and ACICS. 

All institutions subject to the withdrawal of approval for a program or who voluntarily terminate an approved 
program will be directed to submit a program termination plan that conforms to the following requirements. New 
students may not be enrolled in any program which cannot be completed prior to the termination date for which 
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public notice has been given. Moreover, the institution is obligated to continue ro offer appropriate courses, including 
prerequisites, so that currently enrolled students will be able to complete the program and receive the credential 
which was their designated educational objective. For this purpose, the period of time need not extend beyond 
sufficient time for students already enrolled and maintaining normal academic progress to complete the program. 

Council-directed withdrawal of approval for a program conditions the institution's grant of accreditation with respect 
to the inclusion of the program and therefore is appealable to the Council. Due ro the limited nature and narrow 
scope of the withdrawal of program approval, the appeal to the Council may be in writing only. 

To maintain approval, an institution muse demonstrate active enrollment in each program of study. If an approved 
program is inactive for at least three years, the program will be considered discontinued and will be removed from the 
institution's list of approved programs . To reinstate the program, the institution must initiate a new program applica
tion process. Programs chat have not started within one year of the proposed start date will be surrendered. To 
reinstate the program, the institution must initiate a new program application process. Requests to extend a new 
program's proposed start dace beyond one year of the initial date must be submitted to the President. 

2-2-504. Contracts or Agreements with Accredited Institutions. A written arrangement between one institu tion 
eligible to participate in HEA Tide IV financial aid programs and another eligible institution or with a consortium of 
such institutions permits an institu tion to arrange for a portion of its approved program to be delivered by another 
accredited institution. Contracts or consortium agreements describing these arrangements must be in writing and 
must be disclosed in the catalog. Institutions are advised that specific state and federal regulations may apply. 

(a) The entire consortium agreement must be submitted to and approved by the Council prior to the 
institution's participation in the arrangement . The institution seeking approval of such an agreement must 
submit documentation chat demonstrates chat the other institution or the members of the consortium 
that will deliver instruction hold institutional accreditation from an accrediting agency recognized by the 
U.S. Department of Education and that the portion of the program to be delivered by any other 
institution has been approved by that institution's accrediting agency. 

(6) The consortium agreement must identify how the curriculum and instruction will be monitored, how 
curriculum revisions will be undertaken, and how student grievances will be addressed. The institution 
seeking approval of a consortium agreement must acknowledge in writing that it retains ultimate 
responsibility for the delivery of its programs and the satisfaction of its students. 

(c) More than 50% of the program must be delivered by the institution that awards the academic credentia l. 

2-2-505. Contracts with Unaccredited Institutions or Entities. An institution may enter into a contract with an 
unaccredited institution or entity for the delivery of up to 25% of a program of study. 

The institution must submit the contract and provide the following information to ACICS for review and approval 
prior to the initiation of the contract: 

(a) a full catalog description of the program and the services to be provided by the contractor; 

(6) a systematic plan for administrative and student evaluations of instructors provided by the contractor; 

(c) evidence of the qualifications of faculty to teach the contracted courses; 

(d) a description of the instruct ional facilities provided by the contractor; and 

(e) plans for the comp letion of the program should the contrac tor fail to provide contrac ted services. 
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2-2- 506. Articula tion Agreements wi th Secondary Schools. An institution may enter into an articulation agreement 
with a secondary school to transfer credit for courses taken at the secondary level chat are equal to courses offered in a 
postsecondary institution . Articulation agreements muse be in writing, periodically reviewed, signed, and dated . The 
institution muse maintain a file consisting of the following: (1) a Letter oflntent co Articulate signed by both 
institu tions specifying the numbers and cities of courses co be articu lated, (2) a written description of the standards 
for acceptable transfer of credit, and (3) a comparison of the course objectives of the secondary and postsecondary 
courses(s) with signed approvals of both institutions . These credits appear on both the secondary and postsecondary 
transcripts. 

2-2-507. Internati onal Partnership Agreements. An A CI CS-accredited institution may enter into an international 
partnership agreement with an institution of higher education in a geographic location other than that of the United 
States or its territories. Ac least 25% of the program must be delivered by the institution chat awards the academic 
credential. 

The ACICS-accred iced institution must submit an international partnership agreement to the Council and provide 
the following information to ACICS for review and approval prior to the initiation of the partnership agreement: 

(a) evidence provided by the institution or agency that the international partner and the programs to be 
delivered are recognized by an educational approval agency equivalent to an accrediting agency recognized 
by the US Department of Education; 

(b) a full catalog description of the program and the services co be provided through the partnership 
agreement; 

(c) a plan which describes recruitment, admission, standards of satisfactory academic progress; 

(d) a plan which describes student financial relations, including tuition and fees, and refund policies; 

(e) a description of the program(s) of study or courses offered; 

(f) a systematic plan for administration and student evaluations of instructors provided by in the partnership 
agreement; 

(g) evidence of the qualifications of faculty to teach; 

(h) a description of the instructional facilities at the international site; 

(i) a plan for the comp letion of the program(s) should the international partner fail to provide agreed upon 
services; 

(j) a plan for the safety and security of students, faculty, and staff. 

(k) specify which programs or portions are co be delivered via distance education and how the institutions will 
monitor growth. 

2-2-600 - O THER C HANGES 

2-2-601. Change of Name. The Council muse be notified and grant approval when an institution decides co change its 
name. Forms are supplied for the institution to explain and justify the change. The President has the authority to review 
and approve a change in name. The following limitations apply: 

(a) "university" may be used only by chose institutions chat offer a master's degree. 

These limitations are effective for all Change of Name applications received after January 1, 1997. All institutiona l 
names approved prior to that dace may be retained. 
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2-2-602. Change of Location. The Council must be notified and grant approval when an institution decides to 

change its physical location or its address and prior co the initiation of classes at any new location. Forms are supp lied 

for the institution to explain and justify the change. The President has the authority to review and approve a change 
of location. In addition, the President may require an on-site evaluation visit as part of its review in order to deter 

mine compliance with Council standards. 
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Chapter 3 Council Actions 

I NTRODUCTION 

When the Council has considered all of the information and reports submitted as a result of the accrediting process, 
it will make a judgment as to an institution's compliance with the Accreditation Criteria. The Council's decision is 
based on the extent of an institution's compliance . The judgment made is referred to as a "Council action ." The 
actions which the Council may take are described in this chapter. Procedures available to institutions co challenge 
those actions and the maximum time frames for achieving final disposition of those actions by the Council also are 
explained. There are four general areas of Council actions: accreditation granted, accreditation deferred, accreditation 
denied, and accreditation withdrawn . 

If the Council determines that an institution is not in compliance with the Accreditation Criteria, it will take prompt 
adverse action against the institution, or it will require the institution to take appropriate action to bring itself into 
compliance with the Accreditation Criteria within a time frame specified by the Council after the institution has been 
notified that it is not in compliance. That time frame will not exceed the following: 

(a) twelve months, if the longest program is less than one year in length; 

(b) eighteen months, if the longest program is at least one year, but less than two years in length; and 

(c) two years, if the longest program is at least two years in length. 

The above time frames may be extended at the sole discretion of the Council for good cause, including evidence that 
there has been significant improvement in the deficient area(s) and the applicable time frame does not provide 
sufficient time to demonstrate full compliance, e.g., significant improvement in completion or placement rates. 

2-3- 100 - A CCREDITATION GRANTED 

If an institution is found to be in compliance with the Accreditation Criteria, ACICS may grant accreditation for a 
specific period of time from a minimum of one year to a maximum of six years. The length of the grant shall be at the 
discretion of ACICS . A grant of accreditation for less than six years is not a negative action and, therefore, is not 
appealable. 

The Council will not grant accreditation for a full six-year term if the gram is awarded following any hearing resulting 
from a previous action to deny accreditation. 

2-3- 101. Admonition . The Council may judge an institution to be generally in compliance with the criteria, but it 
also may wish to call the institution's attention to one or more deficiencies that are not serious enough to preclude a 
grant of accreditation bur that nonetheless must be corrected . In these cases, the institution will be awarded a grant of 
accreditation but will be admonished to correct the deficiencies. An admonition is an instruction to an institution 
either to initiate some prescribed practice or to refrain from some proscribed activity. An admonition does not 
condition the grant of accreditation, bur failure co respond to it could result in a subsequent negative action. 
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2-3-200 - ACCREDITATION DEFERRED OR CONDITIONED 

2-3-210. Deferral . When Council determines there is insufficient evidence available to make a decision, they may 
defer action until a later date pending receipt of additional infor mation . In such cases, the Council will provide in 
writing the reasons for the deferral, state what the institution needs to provide with sufficient time for the institution 
to respond, and specify the response date. Based on the nature and/or numb er of identified deficiencies, the Council 
may require attendance of key administrators at a workshop and/or consultation . 

Deferral is, in effect, "no action at thi s time" and is not a negat ive action. Therefore, deferral is not an appealable 
action. Neither is a deferral a final action. In all cases of deferral on renewal of accreditation of accredited institutions, 
the Council will extend the present gran t of accreditation for a per iod sufficient for the institu tion to provide the 
information needed. 

2-3-220. Compliance Warning. When the Council determines that an inst itution is not in compli ance with the 
Accreditation Criteria, the Council will issue a compliance warning. The institution will be provided in writing with 
the areas of noncompliance and will be required to demonstrate correct ive action for review by ACICS. 

A show-cause directive or a denial action/suspension order may be issued by AC IC S as the result of this review as 
described in Section 2-3-230 or 2-3-402. Follow ing receipt of a compliance warning, the instit ution must bring itself 
into compliance within the time frames specified in Title II, Chapter 3, or the institution will be subject to a final 
adverse act ion . 

When the reasons for the comp liance warn ing are satisfied, the action may be lifted either by the President in cases 
where no evaluation is involved or by the ACICS Council in cases where evaluation of additional material is required 
and following such evaluation . 

2-3-230. Show-Cause Directive. When the Council determines that an institution is not in comp liance, and is 
unlikely to become in compliance, with the Accreditation Criteria, the institution will be provided in writing with the 
areas of noncompliance and will be invited to "show cause" why its accreditation should not be suspended or other
wise conditioned. 

The opportunity to show cause before the Council will be considered to be a hearing as defined in Section 2-3-500 . A 
suspension order or denia l actio n may be issued by ACICS as the result of this hearing, and such act ion is considered 
a final action which may only be appealed to the Review Board of Appeals as described in Section 2-3-600. Following 
receipt of a show -cause directive, the institution must bring itself into compl iance with in the time frames spec ified in 
Title II, Chapter 3, or the institution will be subject to final adverse action. 

When the reasons for the show-cause are satisfied, the directive may be lifted by ACICS . All institutions directed by 
the Council to show cause why their accreditation should nor be suspended or otherwise conditioned will be 
directed co submit a schoo l closure plan and may be required to submit a teach-out agreement as described in 
Section 2-2-303 of the Accreditation Criteria. 

2-3-240. Probat ion. Probation is a status that the Counc il may impose on an institution if the institut ion is unable 
co demonstrate that it consistently operates in accordance with the Accreditation Criteria. 

2-3-241. Imposition of Probation. Probat ion may be imposed by the Cou ncil eith er when it continues a show-cause 
directive after at least one hearing either in person or in writing, or after an institution has notified the Council that it 
int ends tO appeal a denial action. 
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2-3-242. Result of Probation. The Council will not accept any applications for new progran1s or new campuses from 
any institution on probation unless the institution receives approval in advance to submit such an application. 

2-3-243. Probation Lifted. Probation does not expire automatically. Inst ead, the institution is obligated to demon 
strate to the Council that the conditions or circumstances which initially led to the imposition of probation have 
been corrected before probation will be lifted. Probation may be continued even if the show-cause direct ive has been 
vacated. The Council may order a special visit at the institution's expense before lifting probation . 

2-3-244. Notification of Probation. The Council will notify the U.S. Secretary of Education, appropriate state 
regulatory agencies, ocher appropriate accrediting agencies, and the public of its decision to place an institution on 
probation. The institution is required to notify immediately in writing its current and prospective students that it has 
been placed on probation by its accrediting agency. 

2-3-300 -ACCREDITATION DE NIED 

Denial of an accredited status is characterized by the Council as a "withholding" action and is differentiated from 
suspension of accreditation, which is a "withdrawal" action . There are two levels of denial. One totally withholds 
accreditation of the institution or a branch; the other denies approval of a requested substantive change. Denial at 
either level constitutes a negative action and is challengeable by the institution. The process of challenge, however, is 
different for each level of denial as separately described in Sections 2-3-301, 2-3-302, and 2-3-303. In all cases of 
denial, the Council will give the institution written reasons for the denial, which are subject to modification through 
the appeals processes as lacer described and explained. Denial actions that are not appealed in accordance with the 
appeals procedures provided by the Council are considered final actions. 

2-3-301. D enial of In itial Grant. An institution that objects to a Council decision to deny an application for an 
initial grant of accreditation has the right and will be given the opportunity to present its case and to be heard by a 
panel of the Review Board of Appeal s. At such a hear ing, the institution may not present new evidence for consider
ation and must follow the procedures described in Section 2-3-600. 

2-3-3 02. Denial of Renewal of Accreditation, Branch Inclusion, or Change of Ownership/Control An institut ion that 
objects to a Council decision to deny an application for a renewal of accreditation, inclusion of a branch camp us, or 
reinstat eme nt of accreditation following a change of ownership or control has the right to appeal the decision to the 
Review Board of Appeals pursuant to the procedures described in 2-3-604 . 

Additionally, in cases of denial of a renewal of accreditation, branch inclusion or reinstatement of accreditation 
following a change of ownership or control, the Council may place the institution on probation as described in 
Section 2-3-800 . 

2-3-303. Other Denial Actions Not Affecting Overall Accreditation. An institution that objects to a Council decision 
to deny an application for branch - to-freestanding status or new program inclusion wi ll be given the opportunity to 
present its case to a panel of the Council and to be heard at a subsequent regularly scheduled meeting of the Council. 
The institution may offer new evidence that will be considered by the Counci l if timely submitted . 
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2-3-304. Subsequent Action Following Denial. If the denial not affecting overall accreditation is affirmed, the denial 
action becomes final and no further remedy is available to the institution. In all cases of denial, the Council retains 
discretion to specify whether and under what condi tions the institution might initi ate a request for consideration of 
the same type of application. 

2-3-400 - ACCREDITATION WITHDRAWN 

"Withdrawal of accreditation" differs from "denial of accreditation" in that denial rejects an institution's application 
for an initial grant of accreditation or for a renewal of accred itation to take effect upon the expiration of an existing 
grant of accreditation; withdrawal of accreditation takes away a current grant of accreditation before its expiration . 
Accred itation may be withdrawn from an inst itution through two types of Council act ion: "revocation of accred ita
tion" or "suspension of accreditation ." 

2-3-401. Revocation. Revocation occurs without a hearing for any of the following reasons: 

(a) An institution notifies the Council that it has closed and/or ceased operation. 

(6) An institution whose accreditation has been summarily suspended does not challenge the suspension 
within 10 days of receipt of the suspension notice (see Sect ion 2-2-301). 

(c) The institution fails co file an annual report as required by the Counc il (see Sections 2-1-801 and 
2-1-802). 

(d) The institution fails co pay its annual fees, application fees, other assessed fees, or evaluation expenses (see 
Section 2-1-804) . 

A revocation action is not appea lable. It requires an institution to start anew and to undergo the entire accreditat ion 
process to regain accreditation. 

2-3-402. Suspension. Suspension of accreditation may occur when, in the judgment of ACICS, an institution no 
longer comp lies with the criteria . 

By way of illustration, ACICS might issue an order of suspension for reasons such as the following: 

(a) The institution or any of its components (a branch or new program, for example), is evaluated as directed 
by ACJCS and is determined not to be in compliance with the criter ia. 

(6) Periodic requ ired reports filed by the institution fail to conform to Council report ing requirements. 

(c) The institution makes subs tant ial or sign ificant change , without notice to ACICS, in its operation, 
structure, governance, ownership, control, location, facilities, or programs of study. 

(d) The institution fails to respond to or cooperate with attempts by the Council to make arrangements for a 
site evaluat ion . 

(e) The institution has deviated from the criteria or other directives of ACICS. 

(f) The institution fails co disclose any agreements, options, or other contractual arrangements between the 
institution and other parties which bear on the management or control of the main campus or its 
nonmain campuses. 

In all cases of suspe nsion, the Counc il retains discretion to specify whether and under what cond itions the institution 
might apply for an initial grant of accreditation. 
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2-3-403. Procedural Guarantees for Withdrawal by Suspension. In all cases where accreditation is subject co 
withdrawal by suspension under Section 2-3-402, the institution is afforded the following procedural guarantees: 

(a) Opportunity for a hearing before ACICS on all material issues in contro versy. 

(b) Written prior notice of the proceedings, the charges levied, and the standards by which the institution 
ultimately is to be judged. 

(c) A decision on the record alone and a statement of reasons for the ultimate decision. 

(d) A right of appeal as provided in Section 2-3-600 . 

(e) If the Review Board of Appeals affirms the withdrawal of accreditation by way of suspension, the appeal 
shall be deemed co be finally disposed of upon issuance of the decision and publication will be made as 
described in Section 2-3-607. 

2-3-500 - COUNCIL HEARING PROCEDURES 

The following procedures will govern hearings to be held before the Council: 

(a) The request for a hearing must be made by a date determined by the Council, which will not be less than 
10 days from the date of receipt of the letter of notification of the show-cause directive. The request for a 
hearing must be in writing and signed by the chief executive officer of the institution. Upon receipt of the 
request for a hearing, the Council will notify the institution of the procedures to follow to prepare for the 
hearing, including the dates by which the institution must submit its response to the show-cause directive. 

(b) The institution shall have the right co respond with evidence and facts concerning the areas of 
noncompliance with which it has been charged, to raise all reasonable qu estions, and to present evidence 
in opposition to or extenuation of the charges of noncompliance. Such written evidence must be 
submitted by the date prescribed by the Council un less the institution can show chat such information 
was not available before the submission date and that failure to make a timely submission was outside of 
the institution 's control. 

(c) At the hearing, the institution may present only evidence not already considered . The institution may 
send one or more representatives, including legal or financial counsel, to present its argument in 
opposition to or extenuation of the Council action. The Council transcribes all such hearings for its 
records. A copy of the transcript is available to the institution upon request. 

2-3-50 1. Hearing Format. H earings before the Council resulting from a show-cause directive and involving areas of 
noncompliance other than or in addition to financial concerns will take place before a panel of commissioners. 

A hearing panel will be designated by the Counci l ro hear the presentation of the institution. The panel will present 
its findings and its recommended action to the full Council, which will make the final decision in a time frame not to 
exceed twelve months , if the longest program is less than one year in length; eighteen months , if the longest program 
is at least one year, bur less than two years in length; and two years, if the longest program is at least two years in 
length from the time the institution was found out of compliance with the Accreditation Criteria . 

2-3-502. Financial Hearings. All hearings before the Council for financial concerns only will be heard by a panel of 
at least three commissioners, which will includ e at least one representative of the Financial Review Committee. The 
panel will present its findings and its recommended action to the full Council, which will make the final decision in a 
time frame not to exceed twelve months , if the longest program is less than one year in length; eighteen month s, if 
the longest program is at least one year, bur less than two years in length; and two years, if the longest program is at 
least two years in lengt h from the time the institution was found out of compliance with the Accreditation Criteria. 
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2-3-600 - REVIEW BOARD APPEAL PROCESS 

For chose institutions that appeal to the Review Board of Appeals a denial action as described in Sections 2-3-301 and 
2-3-304 or a suspension action as described in Sections 2-3-402 and 2-3-404, the Council has established procedures 
designed to provide due process. 

2-3-601. Purpose and Authority of Review Board. The Review Board of Appeals is a separate, independent appeals 
body established by the Council for the purpose of hearing appeals by institutions for actions specified in Sections 
2-3-301, 2-3-304, and 2-3 -402. 

2-3-6 02. Appoinhnent of Members. The Review Board of Appeals shall consist of fifteen ( 15) persons, all of whom 
have had experience in accreditation, who are appointed ro three-year terms . A person appointed shall not have been 
a commissioner within one year prior to appointment. The Review Board of Appeals shall consist of at least two (2) 
academic representatives, two (2) administrative representatives , and three (3) public members, as defined in Appen
dix A. 

A Review Board of Appeals panel of three to seven persons, depending on the scope and complexity of the matter or 
institution being reviewed, will be designated by the Council from the entire Review Board ro hear an appeal from an 
institution. The Council also will designate one member of the Review Board panel ro serve as chair. The selection 
and actions of the panel are subject to ACICS conflict of interest policies. A Review Board Panel will consist of at 
least one (I) public, one (1) administrative, and one (1) academic representative as defined in Appendix A. 

2-3-6 03.Jurisdiction and Authority. The Review Board of Appeals is empowered ro review, upon notice of appeal 
timely filed, actions specified in Sections 2-3-301, 2-3-304, and 2-3-402 . The Review Board panel has the authority 
ro: 

(a) affirm the decision of the Council; 

(b) amend the decision of the Counci l; 

(c) reverse the decision of the Council; or 

(d) remand the case ro the Council with recommendations for further consideration. 

The Review Board panel may amend or reverse the decision of the Council or remand the case to the Council for 
further consideration only if it finds the decision was: 

(i) arbitrary, capricious, or otherwise in substantial disregard of the Accreditation Criteria, or 

(ii) not supported by substantial evidence in the record on which the Council took the negative action. 

The Review Board panel cannot amend or reverse the decision of the Council or remand the decision based on 
argument by the appellant that the Council action was disproportionate to the violations cited. The Review Board 
panel is further limited in that it has no jurisdiction or authority concerning the reasonableness of the Accreditation 
Criteria. 

A determination by the Review Board panel to affirm the Council's decision is effective immediately upon the Review 
Board panel's action. A determination by the Review Board panel ro amend, reverse, or remand the Council's 
decision will be referred ro the Council for implementation and further action . 

Except as noted below, Review Board panels will not consider any evidence that was not in the record before the 
Council. Documents reviewed by or available to evaluation teams are not considered to be part of the record unless 
they are appended to the team report or the institution submits them to the Council as part of the institution's 
response to the evaluation team report. 
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An exception co the policy on evidence will be made where a final adverse action is based solely on the failure of an 
institution to comply with the standards of financial stability. In chat case, the institution on one occasion may seek 
review of significant financial information chat was unavailable to the institution prior co the determination of the 
adverse action and that bears materially on the financial deficiencies identified by the Council. The Financial Review 
Committee will determine if the new financial information submitted by the institution is significant and material. If 
these criteria are met, the Financial Review Committee will provide a report of its review to the Council, which then 
will reconsider its adverse action in light of the new information. If the Council reaffirms the adverse action, the 
Financial Review Committe e report and the result of the Council's recommendation will become part of the record 
under review before the Review Board . 

The panel acts on behalf of the entire Review Board. Therefore, a decision of a Review Board panel is final and will 
not be considered further by the full Review Board. In cases remanded to the Council for reconsideration , the Review 
Board panel will ident ify specific issues that th e Council must address. With respect to a Review Board panel decision 
chat is implemented by or remanded to the Council, the Council will act in a manner consistent with the Review 
Board panel's decisions or instructions. 

2-3-604. Request for Appeal. To exercise its right of appeal, the institution must file a request for a hearing before 
the Review Board of Appeals within a time frame determined by the Council, normally not more than IO days from 
date of receipt of notification of the denial or suspension action. The request for a hearing must be in writing and 
signed by the chief executive officer of the institution. Upon receipt of the request for a hearing, the Council will 
notify the institution of procedures to follow in preparing for it. 

2-3-605. Hearing of Appeal . The hearing will be held at a time and place designated by the chair of the Review 
Board panel. Three members will constitute a quorum. 

If the appealing institution intends to submit a written appeals brief or statement of points, it must be received by the 
Review Board panel and the Council at least 15 busin ess days prior to the hearing dat e. The Council's reply brief 
must be received by the panel and the appealing institution at least seven business days prior to the hearing. The 
Review Board panel chair will preside at the hearing and will rule on all procedural matt ers. There will be no right to 
cross-examine the opposing party or its representatives. 

The Council tran scribes all Review Board hearings for its own records . A copy of the tran script is available to the 
institution upon request. 

The hearing shall be as informal as may be reasonable and appropriate under the circumstances. Both the Council 
and the institution may appear by or with counsel or other represent at ive. The institution may waive a personal 
appearance, in which case the matter will be handled solely on briefs. 

The chair of the Review Board panel may promulgate such additional rules of procedure for the schedulin g and 
conduct of hearings as are consistent with these procedures. 

2-3-606. Decision of the Review Board . Every decision must have the concurrence of the majority of the Review 
Board panel. Within a reasonable time after the conclusion of the hearing, the hearing panel shall issue in writing its 
decision with a statement of its reasons and recommendation, if any, to the Council. The decision will indicate those 
members of the Review Board panel who concur with the decision. Dissenting opinions may be filed. The majority 
decision with dissenting opinions, if any, will be furnished to the institution. 

2-3-607 . Council Receipt of Review Board Decisions . Decisions by the Review Board panel are tran smitted to the 
Council for disposition and publication. 
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If the Review Board panel affirms the prior decision of the Council , there is no further remedy available within these 
procedures. The Council's decision is final, and immediate publication is automatic. If the Review Board panel 
remands the matter, the case shall be deemed co be finally disposed of when the Council takes final action on remand. 

2-3-608. Expenses of Appeal Hearing. The institution shall bear the following expenses in connection with the 
appeal: 

(a) travel and subsistence of the Review Board panel members participating in the hearing; and 

(b) cost of the hearing room and transcription . 

An appeals deposit must be made with the Council at the time of the filing of the notice of appeal described in 
Section 2-3-604 . This deposi t shall be applied co the expenses listed above, and any excess deposit will be returned to 
the institution. 

2-3-700 - COMPLAINTS AND ADVERSE INFORMATION 

Procedurally apart from Counci l actions heretofore described and explained, ACICS receives and is obligated to 
investigate legitimate complaints about an institution from any source, that in any way pertain to ACICS criteria . 

Also, ACICS periodically receives and may investigate information from federal or state agencies or other accredit ing 
agencies, or through public media sources, which may indicate possible criteria violations. Adverse information may 
include, bur is nor limited co, low comp letion rares, low placement rares, high default rates, tuition refund problems, 
negative audits or program reviews, and governmental agency investigations. 

When the staff of ACICS, with delegated authority to do so, determ ines that a complaint or adverse information war
rants investigation, it will notify the chief execut ive officer of the institution in writing about the comp laint or 
adverse information, and a copy of the information will be provided . The institution is requested to submit to the 
Counc il office its version of the conditions or circumstances which led to the comp laint or adverse informat ion . The 
complainant also will be informed in writing that the institution has been contacted and has been requested to 
provide information. Any governmental agency providing adverse information co the Counc il may be informed at the 
discretion of the Council of the action taken on the adverse information . 

The role of the Counc il in resolving comp laints and investigating adverse information is to determine whether the 
institution is out of compliance with one or more accrediting standards to which the complaint is addressed or to 
which the adverse information applies. After such determination, ACICS may then do one of the following: 

(a) dismiss the complaint or terminate further investigation of the adverse information; 

(b) postpone a final action on the complaint or adverse information if there is evidence that the institution is 
making progress co rectify the situation or if more investigat ion is necessary; or 

(c) notify the institution that, on the basis of information available, ACICS has determined that the 
institut ion is failing to comply with the Accreditation Criteria and that the institut ion is: 

(i) issued a compliance warning 

(ii) directed to show cause why its accreditation should not be suspended, revoked, or otherwise 
conditio ned; 

(iii) directed to submit a report to ACICS detailing plans for rectifying the area(s) of noncompliance; or 

(iv) directed to undergo a special on-site evaluation. 

The Council will inform the complainant of the determination by the Council and the disposition of the complaint. 
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2-3-800 - SPECIAL AND FACT VISITS 

The Council reserves the right co initiate special on-site evaluation visits co or request specific reports from an institu
tion at any time, both of which are co be completed under conditions and within a time frame determined by 
ACICS . Refusal of an institution to respond to or cooperate with such requests shall be grounds for suspension of its 
grant of accreditation. 

At any time ACICS has substantive evidence or information that an institution is in jeopardy of having its eligibility 
status with a federal or state agency or its accreditation status with another accrediting agency conditioned, ACICS 
may direct a special on-site evaluation visit to that institution. The purpose of the visit will be to ensure that the 
students in the institution are not being harmed educationally because of the institution's alleged noncompliance with 
federal or state statutes or regulations or another accrediting agency's standards and criteria. 

The Council also may direct a Fast Assessment and Compliance Team (FACT) visit co investigate and report on 
alleged improper practices at ACICS institutions. 

The Council retains discretion to determine the size and composition of special and FACT teams and the length and 
breadth of the evaluation. In making these decisions, the Council will consider the issues and factors that prompted 
the visit, the size of the institution, and the nature of the institution's offerings. 

2-3-900 - DEBARME NT 

The Council may bar a person or entity, including spouses and closely related family groups as defined in Section 2-2-
401, from being an owner, senior administrator, or governing board member of an ACICS-accredited institution if 
chat person or entity was found guilty of fraudulent or criminal behavior; was debarred by a government agency or an 
accrediting agency; or was an owner, senior administrator, or governing board member of an institution chat lost its 
accreditation as a result of a denial or suspension action or that closed without providing a teach-out or refunds co 
students matriculating at the time of closure. 

The Council will notify the person(s) or entity whom it intends to bar as the result of denial or suspension action 
within four months following the loss of the institution 's accreditation . It will notify the person(s) or entity whom it 
intends co bar as the result of the closing of an institution within a reasonable period of time following the closure. In 
each case, the Council will forward an intent to bar notice by both electronic and certified mail to the last institu
tional mailing address known co the Council, unless the Council has received updated mailing information following 
the institution's closure or loss of accreditation. Those individuals or entities will be considered notified when the 
Council has forwarded the intent to bar notice in accordance with these procedures. 

The intent to bar notice will inform the person(s) or entity chat they are enticled to present information and materials 
in writing to challenge the intent co bar at the next scheduled meeting of the Council. The notice will stipulate that if 
they intend to challenge the intent co bar, the person(s) or entity must inform the Council office in writing within 
ten days of receipt of the notice as to whether they will challenge the intent to bar in writing . A debarment order may 
be issued by the Council as a result of its consideration of the facts presented. Notice of the Council's decision will be 
sent to the individual(s) by electronic and certified mail following their challenge before the Council. 

The Council retains final discretion to establish the terms and length of the debarment. The length of debarment will 
vary depending on the circumstances chat led to the debarment decision, but it will be for a period of at least three 
years. Individual circumstances may justify a longer period of debarment. 

Person(s) or entities barred by the Council may appeal this decision co the Council in accordance with such debar
ment appeals procedures as the Council may establish. The Council's decision is final if the person or entity elects not 
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to appeal within ten days of Council notification or if the Council affirms its decision following appeal, and no 
additional appeal rights are available under these procedures. 

36 ACICS Accreditation Criteria 



TITLE III 

Chapter 1 

INTRODUCTION 

EVALUATION STANDARDS 

General Standards Applicable To 
All Institutions 

This section of the Accreditation Criteria comprises the most heavily weighted part of the accrediting process. Chapter 
1 states and explains the minimum operational and educational practices expected of all institutions , whatever 
methodology and mode of educational delivery is used and wherever the institution provides educational activities. 
Inasmuch as these are minimum expectations, extreme deviation from them is not permitted . The Council, whi le 
encouraging innovation at institutions and attempting to be somewhat flexible in its interpretation of these standards, 
does not grant waivers on criteria pertaining co good educational practice . 

Chapters 2-6 contain additional criteria which are applicable to institutions offering nondegree programs and 
programs culminating in occupational associate's, academic associate's, bachelor's, and master's degrees. The Council 
recognizes that some requirements of these standards may not be appropriate for entities, and it may waive specific 
standards on a case-by-case basis. 

3- 1-100 - MI SSION: PURPOSE AND O BJECTIVES 

Every institution must have a mission which is its specific purpose for existing. This mission, cogether with a set of 
objectives to accomplish it, must be summarized in a mission statement. The objectives should be devoted substan
tially co career-related education and should be reasonable for the program of instruction, mode of delivery, and 
facilities of the institution. 

Institutions may exhibit a variety of missions, ranging from chose which have a singleness of purpose to chose which 
are multi-purpose. 

3-1- 101. D isclosure . The mission statement of the institution, its purpose, and its supporting objectives must be 
stated in the catalog and in other publications readily available co the public. The mission statement must be ex
pressed in terms readily understandable by a prospective student, parents, the pub lic, and other educational institu
tions. 

3-1-102. Implementation. The institution is measured both in terms of its stated purpose and in terms of its consci
entious endeavor to fulfill this purpose. The faculty, financial resources, physical plane, administration, management, 
and educational activities shall be appropriate and committed co successful implementation of the stated mission of 
the institution. 

3-1-11 0 - INSTITUTIONAL EFFECTIVENESS 

An important indication of the overall effectiveness of an ACICS-accrediced institution is the degree co which it 
meets its own predetermined educational outcomes . Each campus of an ACICS-accredited institution, consistent 
with its mission, shall develop and implement a Campus Effectiveness Plan that identifies how it plans to assess and 
continuously improve its educational progran1s and processes, and chat addresses its ability to meet the educational 
and occupational objectives of its programs. In chis document, each campus should attempt to incorporate short
term objectives co be accomplished in order to achieve the mission of the institution as it applies co the campus and 
its fu cure goals. 
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3-1-111. Campus and Institutional Effectiveness Plans. Each campus shall have on file a Campus Effectiveness 
Plan (CEP). A main and its branches may share aspects of an CEP, such as the mission, but each main and branch 
campus is expected to have its own plan for effectiveness that describes the characteristics of the programs offered and 
of the student population, describes what types of data will be used for assessment, identifies outcomes, and states 
how continuous improvement will be made to improve or enhance outcomes at the campus. A centrally controlled 
institution must also submit a consolidated Institutional Effectiveness Plan (IEP) containing information and data on 
the institution as a whole. The IEP of a centrally controlled institution is due on or before September 15 annual ly. 

For the Campus Effectiveness Plan, the following six elements, at a minimum, will be evaluated for institutional 
effectiveness: 

1. student retention rates; 

2. student placement rates; 

3. level of graduate satisfaction; 

4. level of employer satisfaction; 

5. student learning outcomes; and 

6. graduation rares [when available]. 

In compiling the data needed to assess the six elements, each campus shall identify and describe how the data were 
collected, the rationale for using each type of data, a summary and analysis of the data collected, and an explanation 
of how the data have been used to improve educationa l processes. Baseline data must be identified for each of the six 
elements. 

For example, the data needed to demonstrate student learning outcomes includes baseline data and data to support 
that student learning has occurred . Examp les of data may includ e, but are not limited to, course grades, GPA, CGPA, 
pre- and post-tests, entrance assessments, portfolios, standardized tests, professiona l licensure examinations, and other 
measur es of skill and competency attainment. Placement data should not be used exclusively to validate student 
learning outcomes . 

Each campus shal l publish annual placement and retention goals. In formulating these goals, the campus shall take 
into account the retention and placement rates from the previous three Campus Accountability Reports and the 
specific activities that will be undertaken to meet those goals. The activities must demonstrate the campus' ability to 

maintain or improve retention and placement outcomes each year. 

Institutions are encouraged to include additional information in their plans which is relevant to improving their 
overall effectiveness. 

For the Institutional Effectiveness Plan of a distributed enterprise institution, the following elements will be evaluated 
for institutional effectiveness, at a minimum: 

PLANS 

1. Mission and Object ives of the distributed enterprise institution 

2. Strategic Planning Objectives 

3. Long Range Planning Goals and Time lines for: 

a. Expansion and addition of campuses 

b. Student enrollment 

c. Retention and placement rates 

4. Plan s for Continuous Improvement 
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DATA 

1. Three (3) years of retention and placement trend data for the institution 

2. Three (3) years of retention and placement trend data for each program 

3. Student demographic data for the institution 

4. Comparison and analysis of baseline data between campuses 

5. Analysis of cohort default rates for the institution 

6. Assessment oflearning outcomes across the institution 

7. Graduation Rates 

PROCESS 

1. Composition of the institution's IEP team 

2. Institutional process for curriculum review 

3. Compliance monitoring and internal controls 

3-1-112. Implementation and Monitoring of Campus and Institutional Effectiveness Plans. Distributed enter
prise institutions and all campuses shall document that the specific activities listed in the plan are carried out and that 
periodic progress reports are completed to ensure that the plan's activities are implemented. Appropriate individuals 
should be assigned responsibi lity for implementing and monitoring the Campus and Institutional Effectiveness Plans. 

3- 1-113. Evaluation of Campus and Institution al Effectiveness Plans. Distributed enterprise institutions and all 
campuses shall evaluate the plan, its goals, and activities at least annually. Evaluation requires the determination of initial 
baseline rates and a measmement of results after planned activities have occurred. Distributed enterprise institutions and 
all campuses shall maintain documentation of historical outcomes and show evidence of how this documentat ion is used 
to achieve expected goals. Distributed enterprise institutions and all campuses should adjust their goals accordingly as a 
result of an evaluation of che Institutional and Campus Effectiveness Plans. 

3-1-200 - O RGANIZATION 

Each institution should have an organizational structure designed to promote among all staff and faculty a spirit of 
understanding, cooperation, and responsibility. Performance standards and monitoring controls need to be employed 
co insure adequate administrative functioning . The annual budget expenditures should be adequate to properly carry 
out the stated educational objectives of the institution. 

3-1-201. D isclosure. The governance, control, and corporate organization of the institution shall be stated in 
appropriate publications, including the catalog, together with the names of the trustees, directors, administrators, and 
officers. 

3-1-202. Integrity . The integrity of an institution is manifested by the professional competence, experience, personal 
responsibility, and eth ical practices demonstrated by all individuals comprising rhe ownership, control, or manage
ment. 

Effective January 1, 2016 39 



TI T LE III CHAPT ER I 

An institution must assume full responsibility for the actions, statements, and conduct of its representatives and 
must, therefore, select each of them with the utmost care, provide them with adequate training, and arrange for 
constant and proper supervision and evaluation of their work. The Council considers the following tO be important : 

(a) Emphasis shall be placed upon the efficiency and effectiveness of the overall administration of the 
institution. Attention shall be given to educational activities, admissions, student financial aid, financial 
operations, plant and equipment, student services, and compliance with applicable local, state, and federal 
laws. The degree of institutional compliance with the criteria in these areas is a measure of the 
administrative capability of the chief on-site administrat0r of a main campus or branch campus and, for a 
distributed enterprise, the designated chief administrator of the institution. 

(6) The institution must maintain written evidence that faculry and staff members clearly understand their 
duties and responsibilities, know the person tO whom they report, and understand the standards by which 
the success of their work is measured. A copy of the document describing these terms and conditions shall 
be given to the faculty and staff member and a copy maintained by the institution. The admin istration 
must maintain documentation of the evaluation of the faculty and staff. 

(c) In the administrative organization of the institution, the professional integrity of the faculty and staff shall 
be respected. Administrative decisions shall not inhibit the academic freedom of the faculty. The 
institution shall adopt a policy assuring academic freedom and communicate the policy t0 all faculty. 

(d) An institution shall establish, publish, and implement appropriate grievance policies and procedures for 
considering complaints received from students, employees, and ocher interested parties . The grievance 
procedure for students shall be published in the institutional catalog or student handbook and shall 
include the name and address of ACICS . 

3- 1-203. Financial Stability. The financial well-being of an institution requires constant oversight by competent 
managers. 

The institution shall have adequate revenues and assets tO meet its responsibilities, tO ensure continuity of service, and 
to accomplish its mission. Budgetary practices should reflect a balanced application of resources t0 operations; the 
amount of expenses and debt must not burden the educational objectives of the institution; the proportion of the 
budget allocated to instructional programs must be adequate; and the financial profile of the institution must support 
the intent of its objectives. 

3-1-300 - AD MINISTRATION 

Each institution muse coordinate its administrative functions to best serve its educational mission . All staff should be 
well trained to carry out administrative functions. Detailed recordkeeping enhances the management of the institu
tion . 

3- 1-301. Management. Each institution shall have a chief executive officer. Moreover, each institution also shall have 
a qualified on-site administrator at the main campus and at all branches. This person must be made known tO ACICS 
and shall be responsible for the implementation of the stated mission as determined by the institution's governing 
body. The staff continuously shall evaluate the programs of study, student activity program, guidance services, 
financia l aid services, instructional procedures and resources, and other aspects of the educational program of the 
institution. The chief executive officer shall seek tO improve the educational program as a result of such evaluation. A 
current copy of the Accreditation Criteria shall be maintained by each main and branch location and shall be available 
to faculty and staff. 

3-1-3 02. Evidence of Degrees. Institutions listing degrees of staff members in the catalog shall have on file appropri
ate evidence of the degrees. Copies of either transcripts or diplomas are acceptable. 
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3-1-303. Records. Careful recordkeeping is crucial to the smooth day- to-day operation of an institution. The data 
from these records are important to the institution for future planning, to students for informational purposes, and to 
evaluation teams during school visits. All such records should be maintained at each institutional site or shall be 
available at each site during evaluation visits. The Council expects at least the following: 

(a) Adequate records shall be kept by each institution relative to administrative operations. These include 
financial aid activities, admissions, curriculum, accreditation and licensure, guidance, instructional resources, 
supplies and equipment, school plant , faculty and staff, student activities, and student personnel. 

(b) For all stu dents admitted und er an ability -to-benefit determination, the institution shall maintain records 
of the validated test scores, initial and periodic academic and career advising, and any other factors used 
by the institution to support its admissions determination. 

(c) For institutions admitting students und er an ability -to-benefit determination, documentation shall be 
maintained to evidence the relationship between test cur-off scores on whatever test the institution uses 
and successful academic or employm ent outcomes. 

Such records could include such data as admissions race (acceptances versus rejections), completion race of 
chose enrolled, general placement rate, or specific career placement rate. 

For students tested and enrolled based on a test's validity to predict aptitude, the test score should predict 
successful completion of the program. Institutions mu st develop longitudinal data comparing the test 
cut-off score(s) utilized for acceptance with the event ual success of students. 

An institution admitting a high percentage of applicants based on testing and losing a comparably high 
percentage of chose students before comp letion (even allowing for factors other than ability) may not be 
using the appropriate test to measure aptitude, or the cut-off score for admission is too low, or both. The 
use of the minimum cur-off scores determined by the U.S. Department of Education will not , in and of 
itself, satisfy the requirements of this section. 

(d) For high school graduates or chose with high school equivalency, the institution shall have on file evidence 
that the student has received a high school diploma or its equivalent. A signed statement by the student is 
acceptable documentation. The stude nt 's record also may includ e personal background information, 
evidence of other educational experiences (including certificates, diplomas , or degrees earned), or 
information about the ability of the student to benefit from the educat ion offered, including any aptitude 
testing information or recommendations from other sources. 

(e) A permanent academic record (transcript) of the student's progress shall be maintained. Compatible with 
the institution 's mission, the transcript shall indicat e student accomplishment in terms of clock hours, 
units of credit, or some ocher recognized system. The grading system used shall be fully explained on th e 
transcript and must be consistent with that appearing in the institutional catalog. 

(f) All basic records and reports perta ining to students shall be safely protected. Acceptable methods of 
protecting records from theft , fire, water damage, or other possible loss include appropriately fire-raced file 
cabinets (that can be and are locked when not being used); a central location such as a vault, the entirety 
of which is protected; and microfilmed records, computer disk, backup tape , printout records, or other 
hard copies of records protectively stored off the premises. 

(g) Certain basic records shall be maintained by the institution for a specified period of tim e. Transcripts 
should be kept indefinitely, and admissions data and other records should be kept for at least five years 
from the lase day of attendance . Financial aid records shall be maintained according to the guidelines 
established by the funding source. 
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3- 1-400 - RELATIONS WITH S TUDENTS 

Each institution should strive to ensure that its relations with students always reflect the highest ethical standards and 
conform to all applicable laws and regulations. Each institution also is required to develop a program of student 
services that is consistent with its stated mission, including services provided for students attending branch campuses 
and learning sites. Such services should support the educational program and reflect the institution's concern for the 
welfare of the student. 

3- 1-4 10 - ADMISSIONS AND RECRUITMENT 

It is up to an institution to establish its own admissions criteria. It is the responsibility of ACICS to ensure that all 
who are enrolled are accorded equal educational opportunity. 

The ultimate responsibility for the activities of an institution's employees, vendors, contractors, or agents in the 
referral, recruiting, evaluation, and admissions processes always remains with the institution . An inst itution may not 
delegate without supervision these activities to anyone whose economic incentives are to recruit prospects through 
means that are unethical or subject to public criticism or co admit ill-prepared applicants . The institution may not 
contract, directly or indirectly, with third parties who are generally unfamiliar with the institution. "Non-employees" 
are independent contractors who are not considered "employees" under the Internal Revenue Code . 

Institutions participating in Title IV programs must be aware of regulations imposed by the U.S. Department of 
Education as they apply to recruiting practices. 

3-1-411 . Admissions. The admissions policy shall conform to the institution's mission, shall be publicly stated, and 
shall be administered as written . The following minimums apply: 

(a) The requirements for students admitted co programs leading co a certificate, diploma, or degree shall 
include graduation from high school or its equivalent, or demonstration of the student's ability co 
complete the program, as provided for by governing laws. 

(b) It is the responsibility of the institution to maintain student records which reflect the requirements for 
admission of all students. 

(c) Institutions are not precluded from admitting, under different requirements, students who are beyond the 
age of compulsory school attendance or who may be otherwise specially circumstanced, such as: 

(i) having financial sponsorship through contractual arrangements with public or private organizations; 

(ii) having identifiable needs requiring remedial instruction as a supplement to the regular curriculums; 

(iii) participating in innovative postsecondary programs specially described co ACICS; or 

(iv) being enrolled in individual courses not leading to an academic credential. 

3-1-412 . Recruitment. Recruiting shall be ethical and compatible with the educational objectives of the institution. 
The allocation of an institution's financial resources for purposes of recruitment shall be consistent with the seated 
mission of the institution. The following minimums apply: 

(a) An institution shall ensure that any person or entity engaged in admissions or recruitment activities on its 
behalf is communicating current and accurate information regarding courses and programs, services, 
tuition, terms, and operating policies. 
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(b) No prospective student names obtained as a result of a survey, canvass, promise of future employment or 
income while a student, or other marketing activity by an institution may be used for recruitment 
purposes unless the name of that institution is clearly identified and purposes of such activity are 
communicated to the respondent. This does not preclude the use of surveys or other studies to det ermine 
the employment needs and the educational desires of the local community. 

(c) An institution shall confo rm to the laws and regulations of each of the states in which it operates and shall 
ensure that each of its representatives is properly licensed or registered as requ ired by the laws of that state. 

(d) Representatives of an institution shall use only those tides which accurately reflect their actual duti es and 
responsibilities. Recruitment and enrollment personnel may not be designated as counselors or advisors and 
may not make final decisions regarding financial aid eligibility, packaging, awarding, and disbursement. 

(e) Referrals are permitted, and the referrer may be paid a fee so long as the referrer provides full disclosure 
and does not misrepresent the purposes of soliciting a prospective referral and such payments do not 
violate state or federal laws. 

(f) All recruiters mu st be supervised by the institution 's administration to ensure that their activities are in 
comp liance with all applicable standards. 

3-1-413. Transfer of Credit. An institution shall evaluate and consider awarding proper academic credit for credits 
earned at institutions accredited by agencies recognized by the United States Department of Education. The institution 
shall establish and adhere to a systematic method for evaluating and awarding academic credit for those courses that 
satisfy current program course requir ements. Written policies and procedur es must clearly outline the process by 
which transfer of academic credit is awarded . The institution shall make public its policies on transfer of credit, 
including a statement of the criteria establish ed by the inst itution by which a determination is made with regard to 

accepting credits from another institution and if applicable, a list of institutions with which the institution has 
estab lished articulation agreements. 

In addition, the institution must provide notification to students as to these articulation agreements and the transfer
ability of the credits in the program s that are offered . 

3-1-414. Enrollment Agreements. All institutions must use an enrollment agreement for each enrolled student which 
clearly outlines the financial obligations of both the institution and the student . The agreement mu st outline all 
program related tuition and fees, must be signed by the student and the appropriate school representative, and a copy 
provided to the student. 

3-1-420 - STANDARDS OF SATISFACTORY PROGRESS 

Each institution shall establish and administer measures of satisfactory academic progress for all students as referenced 
in Appendix D. 

3-1-421. Compliance. The institution complies with the requirements of Appendix D. 

3-1-422. Documenting Compliance. The institution documents compliance with its Satisfactory Academic 
Progress policy. 

3-1-423. Oversight. The institution encourages and assists students who are experiencing difficulty in progressing 
satisfactorily in their programs. 
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3-1-430 - TUITION AND FEES 

3-1-431. Institutionally Financed Grants, Scholarships and Loans. The Council recognizes that most accredited 
institutions offer or administer grants, scholarships and loans for students. Institutions must meet appropriate 
guidelines for such programs in order to ensure their legitimacy. Participation in ethical institutional grant (See 
Appendix E, "Guidelines for Institutionally Funded Student Aid"), institutional loan, and scholarship programs 
requires adherence to the following : 

(a) In addition to administering federal or state student aid programs, institutions may offer the following 
types of student financial aid: 

(i) grants funded by the institution and awarded to all students within a qualifying category or to all 
students who demonstrate a need in accordance with published standards; 

(ii) scholarships funded by the institution or a third-party and administered by the institution to provide 
aid to students who demonstrate academic achievement in accordance with published standards; 

(iii) loans funded by the institution and available equally to all studenrs. 

(b) Institutionally financed or administered grants, scholarships and loans muse be described in the current 
catalog with a description of the criteria for the award, the application procedures and deadlines, and 
amounts that may be awarded. All information must avoid false, misleading or exaggerated statements. 

(c) Institutionally financed loans may vary in amount depending on the student's need . The terms and 
conditions for loans, including forbearance and repayment, must be described in the current catalog. All 
institutionally financed loans must be collected in accordance with sound and aggressive business practices 
for the collection of student loans . Institutions must counsel students concerning their loan repayment 
obligations. 

3-1-432 . Tuition and Charges. Institutions may charge varying amounts of tuition and fees for different programs. 
All charges should be consistent for similarly circumstanced students enrolling at the same time and in the same 
programs, however, and detailed financial records should indicate at all times the financial obligation of the student 
to the institution. The following are minimum expectations: 

(a) The tuition and ocher charges, including the period for which the student is financially obligated, shall be 
clearly stated in the catalog of the institution. The existence of any separate or comparable publication 
containing tuition rates must be referenced specifically in the catalog . The schedule of charges must be 
uniformly administered to similarly circumstanced students. 

(b) The financial records of the students shall clearly show the charges and dates for the posting of tuition, 
fees, and other charges; the payments and dates of payment; and the balance after each transaction. 

(c) Announcements of changes in tuition or fees must state the effective date of the change and be uniformly 
administered. 

(d) Terms of payment may be varied by the institution so long as the tuition charges are uniformly 
administered. 

3-1-433. Refund Policy. The institution must have a fair and equitable refund policy that is applicable to all students 
and chat is published in the institution's catalog. Specific federal or state policies may apply. 

3-1-434. Administration of Student Financial Aid. Participation in state or federal student financial aid programs 
requires serious administrative responsibility. The Council expects all institutions participating in such programs to be 
knowledgeable of and in compliance with applicable laws and regulations. The following requirements govern how 
such activities are evaluated by ACICS: 
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(a) An institution participating in student financial aid programs shall designate at least one competent 
person at the site to administer student financial aid. The extent of this activity and the personnel needed 
shall be governed by the size and classification of the institution. The person who determines the amount 
of student awards cannot be responsible for disbursing those awards. 

(b) The person or persons assigned to administer student financial aid programs must in all cases be a part of 
the administration. Administrative personnel involved in student recru itment as their major activity shall 
not have the final decision-making authority in the approval or awarding of student financial aid. 

(c) There shall be professional awareness on the part of the financial aid administrator as shown by 
membership and participation in state, regional, or national financial aid associations and by other 
educational activities designed to keep the administrator up to dat e on procedur es and changes in the 
field. 

3-1-435. Cash Discounts . Any institution providing discounts for cash received in advance of the normal payment 
schedule must have a written policy. That policy must be provided in writing to all student applicants prior to 
enrollment. 

The institution must demonstrat e that the policy: 

(a) is available to all students at the institution; and 

(b) bases the size of the discount on the financial benefit the institution receives from the payment of cash 
earlier than otherwise would be required under the institution's normal tuition payment schedule or 
applicable retail installment contract. 

3-1-440-STUDENT SERVICES 

3-1-441. Counseling and Guidance. Each institution shall designate at least one person on staff experienced in 
coun seling students on personal or academic problems and employment opportunities. The extent of such activity, 
and the personnel assigned to it, shall be determined by the size, classification, and admissions standards of the 
institution, the characteristics and location of students, and the means of communication with them. Orientation 
activities shall assist new students in adapting to the institution. The following are minimum expectations: 

(a) A system of educational, occupational, and personal advising shall be available to students and shall be 
provided on a periodic basis to ability-to-benefit students enrolled pursuant co Section 3-1-303(6). 

(b) Institutions shall emphasize retention and program completion for all students through activities that take 
into account their academic and socioeconomic characteristics. 

(c) Institutions shall provide employment assistance and document activity. An institution shall not guarantee 
employment or the starting salary of its graduates. Follow-up studies on graduates and employer 
satisfaction shall be conducted by all institutions at specific measuring point s following placement of the 
graduate. All institutions that use placement percentages or salary projections as part of their recru iting 
activities shall maintain data on all graduates, including the percentage receiving jobs and the percentage 
receiving jobs in the career field for which they were trained. Institutions also should keep data on 
students who do not graduate but who become employed on their own or with the institution 's assistance. 

An institution is encouraged to provide placement assistance, when requested, to graduates of other 
ACICS-accredited institutions who are relocating to a new community. 

(d) Institutions shall document that students are counseled concerning their student loan repayment 
obligations. 
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3-1-442. Extracurricular Activi ties. Institutions which sponsor or conduct programs of extracurricular activities 

shall base such programs on well-defined purposes . These programs shall be designed primarily co serve the educa
tional needs of the students, and the institution shall provide guidance and supervision for chem. 

3-1-500 - EouCATIONALACTMTIES 

The major index of an inst itu tion's quality is the effectiveness of its educational program. The educational program 

must be consistent with the stated mission, be adequate in breadth and context to achieve it, and produce measurable 
results. Its educa tional activities, whether residential or othe1w ise and whether group or individually oriented, shall 

include definable instruction, interaction, and evaluation. A second index of institutional quality is the resources 
available co instruccors and students . 

The th ird index of an institution's quality is the competence of its facu lty. The effectiveness of any institut ion depends 
upon contemporary teaching strategies and practices and upon the knowledge, ability, and comm itment of its faculty . 

The selection, or ientation, guidance, stimulation, and evaluation of the teaching staff is one of the most significant 
responsibilities of the administration . The faculty should actively participate in developing the coral educational 

program of the institution. 

3-1-501. Faculty Involvement in Academic Governance. The faculty shall have a clear responsibility, distinct from 

that of developing institutional policy, co participate in administering and implementing pol icy, especially as it 
pertains to academic affairs. The institution shall adopt and publish a policy on the responsibility and authority of 
faculty in matters of academic governance. At a minimum, the policy should address the role of faculty in: 

(a) the development of the educationa l program of the instituti on; 

(b) the select ion of course materials, instructional equipment, and ocher educational resources; 

(c) systematic evaluation and revision of the curr iculum; 

(d) assessment of student learning outcomes; and 

(e) planning for institutional effectiveness. 

3-1-502. Programs Requiring Certification or Licensure. For institutions offering programs in which state certifi

cation, licensing , or registration is mandatory in order co become employed in a specific career field, curriculums 
must contain the necessary course work to afford students the opportunity to obtain the minimum skills and compe
tencies in order co become certified, licensed , or registered in that career field. 

3-1-503. Specialized/Programmatically Accredi ted Programs. Where accreditation of a program by a specialized 
or programmatic accredicor is required for students to obtain entry-level employment in the state where the institu

tion is licensed or otherwise approved, the institution must obtain such accreditation in a timely manner. The 
institution must provide and document notification co students as to : 

(a) which programs hold specialized or programmatic accreditation; 

(b) whether successful complet ion of a program qualifies a student to receive, app ly to take, or take licensure 
exams in the state where the institution is located. For on-line programs, this information must be 

provided for all states from which the institution enrolls students; and 

(c) any other requirements that are generally required for employment. 

The institution shall assess the curriculum and/or the need for special ized accreditation and update it as needed co 

reflect current requirements for employment. 
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3-1-504. Educat ion or Study Abroad Activi ties. An institution may enter into formal education or study abroad 
relationships with eligible institutions outside its home country in accordance with the requirements outlined in 
Appendix). 

3-1-505. D irect Assessment Competency-based Programs . Competency -based programs utilize direct assessment of 
student learning by faculty and other experts in the field serving under the supervision of the institution for academic 
progression in lieu of clock or credit hours. The institution must demonstrate that it has utilized a robust and struc
tured process for identifying the required knowledge, skills and professional behavior ("soft skills") to be considered 
"competent" in the field. The syllabus for each course must clearly define the competency standards and how the 
direct assessment of student learning will be conducted . 

The institution must demonstrate co the Council its methodology for determining the equivalent number of credit 
hours or clock hours required for the program. 

The institution is required co maintain, as part of the permanent academic record, student work submitted for direct 
assessment along with the institution's assessment of student achievement. 

Specific standards and requirements are described in Appendix H Principles and Requirements for Nontraditional 
Education, Section 1. 

3-1-510 - PRO GRAM ADM INISTRATION, P LANNING, D EVELOPMENT, AND EVALUATION 

3-1-511. Program Administration. The administration of the academic programs shall be assigned to individuals 
whose academic or experiential qual ifications are related to the programs of study. The amount of time devoted to the 
administration of the program(s) must be commensurate with the size and scope of the institution and its program 
offerings. 

Within the administrative structure of the institution, program administrators or department heads shall have author 
ity and responsibility for the development and administration of the programs and have adequate time and resources 
to fulfill these responsibilities. 

3-1-512. Program Planning. Educational activities shall be consistent with the institution's mission and objectives. 
The credibility and integrity of an institution shall be reflected by the manner in which its mission and objectives 
correlate with the educational opportuni ties made available to students. 

The Counci l recognizes the legitimacy of various modes of educational delivery. An institut ion using various modes 
of delivery should demonstrate overall effectiveness and quality consistent with the criteria (See Glossary definitions 
for distance learning , independent study, and self-paced instruction; see also Appendix H, Principles and Guidelines 
for Nontraditional Education). The following standards apply : 

(a) The formation of policies and design of educational programs shou ld involve students, graduates, 
administrators, faculty, and other interested parties such as advisory committees. This practice also should 
serve as an evaluation process to determine effectiveness and relevance when the institution relies upon 
curricula, courses, courseware, or coursework that is designed, leased, or owned by another entity or 
provided by or through a network of entities . 

(b) Flexibility in organization and administration shall be provided to serve varying groups and situations. 
Provisions shall be made for individual differences among students in the learning applications, learning 
environments, and modes of instructiona l delivery available to students . 

(c) Resources of the commun ity shall be utilized co enrich the program . 
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3-1-513. Program Development. The educational programs shall evidence a well-organized sequence of appropriate 
subjects leading to an occupational objective, an academic credentia l, or both. The following apply: 

(a) The curricula shall be publ ished in the institution's catalog and shall state objectives specific to each 
curriculum. Additionally, there shall be a detailed syllabus on file for each course in each curriculum chat 
is made available to each student enrolled in the class. For independent study courses, institutions are 
required to develop a learning contract signed by the student and institution chat outlines the course 
objectives and procedures unique to this form of instruction. For externships, institutions are required co 
develop a written and mutually signed agreement that outlines the arrangement between the institution 
and the sire, including specific learning objectives, course requirements, and evaluation criteria. The 
Council's expectations for detailed syllabi, independent study, and externships are outlined in the 
Glossary. 

(b) The courses offered shall be available when needed by the student in the normal pursuit of a program of 
study. Prerequisites must be indicated. The prerequisite system must assure proper qualifications of 
students in any given class and provide an increasing level of difficulty as the student progresses. 

Institutions may record student progress in clock hours or credit hours as defined in the Glossary. When appropriate, 
special consideration should be given to remediation and English as a Second Language programs. (For add itiona l 
information, see Appendix F, Requirements for English as a Second Language Programs). 

3-1-514. Program Evaluation. The faculty shall participate in a systematic process of continuous curriculum 
evaluation and revision . Institutions are encouraged to cons ider curriculum changes designed to serve students' needs 
chat may be determined by community surveys or other face-finding procedures relating to educational or employer 
needs. 

3-1-515. Specialized Accreditation. If a program is accredited by a specialized accreditor recognized by the 
U.S. Department of Education, or the Council for Higher Education Accreditation or, for foreign institu
tions, the government or appropriately recognized organization providing specialized accreditation, the 
Chief Executive Officer of the institution shall attest to ACICS and provide documentation that it is in 
compliance with the standards of the specialized accredito r. 

3-1-516. Course and Program Measu rement. The Council recognizes that institutions must provide for their 
students a learning environment in which achievement is encouraged . It further recognizes the legitimacy of both 
traditional (e.g., lecture/laboratory/externship) and nontraditional (e.g., distance education or independent study) 
educat ional delivery methods. A framework for transfer of credit and consistent app lication of academic credit awards 
should apply to all of these varied forms of educational delivery. 

Inst itutions, therefore, must demonstrate in written policies and procedures for determining credit hours a knowledge 
of appropriate academic course and program measurement and correct application of the measurement. 

(a) Credit in traditionally delivered programs measured in credit hours must be calculated based on one of 
the following attribution formulas: 

(i) One quarter credit hour equals, at a minimum, 10 classroom hours of lecture, 20 hours of laboraroty, 
and 30 hours of externship. The formula for calculating the number of quarter credit hours for each 
course is: (hours ofleccure/ 10) + (hours oflab/20) + (hours of excernship/30); or 

(ii) One semester credit hour equals, at a minimum, 15 classroom hours of lecture, 30 hours of laboratory, 
and 45 hours of practicum. The formula for calculating the number of semester credit hours for each 
course is: (hours ofleccure/15) + (hours of!ab/30) + (hours of excernship/45). 
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The syllabus for each course must provide approp riate content and out-of-class learning activities to support 
the academic credit awarded for the course. Many courses are a combination of lecture, lab, and practicum. 
Therefore, the institution should be very careful in allocating the number of hours of each in a particu lar 
course. 

A "clock (contact) hour" includes a minimum instructional time of 50 minutes of supervised or directed 
instruction and appropriate break(s). Therefore, when calculating conversions from clock to credit hours or 
allocating credit for courses, institut ions must take great care to ensure that schedu led breaks are 
educationally appropriate . Long periods of instruction with unusually short or no breaks are not acceptable. 
The institution has the burden of convincing the Council that the breaks are sufficiently long and frequent 
for the program being taught. Thus, it is rare for an institution to be able to divide by 50 in calculating the 
credit-hou r equivalent of contact hours; usually, the denominator should be 60 or someth ing between 50 
and 60. 

(b) Credit award rationales for nontraditional delivery of courses or program s (e.g., distance educa tion or 
independen t study) generally do not use the above lecture/laboratory/practicum formulas for credit 
calculation. The rationale used must be submitt ed to the Council for pre-approval of the credit 
calculation. As a part of the approval application, an institution must demonstrate chat the clock or credit 
hours awarded are approp riate for the degrees and credentia ls offered using a thoroughly developed 
rationale. The institution may accomplish this by demonstrating that students completing these programs 
or courses have acquired equivalent levels of knowledge , skills, or competencies to tho se acquired in 
traditional formats. 

Courses offered in nontraditional formats must be structured to ensure that students have sufficient 
opportunity for preparation, reflection, and analysis concerning learned subject matter. Institutions should 
be aware that federal law requires a minimum number of weeks per academic year for Title IV eligibility 
purposes . The U .S. Department of Education uses eligibility criteria and definition s for Title IV 
d isbursements that may be different from these in the Accreditation Criteria. 

(c) Institutions may award academ ic credit to students who demonstrate competency in a subject area based 
on their academic, occupational, or personal experiences. The following expectations apply : 

(i) Institutions shall establish and adhere to a systematic method for evaluating and awarding academic 
credit for chose experiences (e.g., experient ial learning, advanced academic standing, credit by 
examination) that satisfy current program course requirements. 

(ii) Institutions must maintain docum entation to support that credit hours awarded are appropr iate based 
on the assessment of the knowledge, skills, or competencies acquired . 

3-1-517. Course Scheduling. Courses must be schedu led in such a way as to be educationally appropriate for the 
academic background of the students served, the type of the coursework involved, and the method of educational 
delivery. The Council will review the number of minutes of instruction provided , the appropr iateness of the length of 
the breaks between classes, the number of classroom hours per week, the expectation of outside preparation, and the 
educa tional needs of the stud ents. 

3-1-520 - CREDENTIALS CONFERRED 

3-1-521. Conferring of Credentials. The conferring of certificates, diplo mas, or degrees by an institution shall be 
consistent with its mission and objectives and in compliance with applicab le state laws. 
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3- 1-530 - INSTRUCTION 

3-1-531. Instructiona l Tools. Institutions shall: 

(a) provide appropriate facilities, instructional equipment, resources, support for modes of instructional 
delivery, and personnel; 

(b) ensure academic freedom and other conditions favorable for effective classroom instruction; 

(c) ensure that the quantity and type of instructional material and equipment is proportionate to the size of 
the institution and the nature of the program; and 

(d) comply with applicable copyright laws in the use of instructional materials. 

3-1-532 . Instruct ional Comp onents. Required instructional components shall include: 

(a) systematic planning; 

(b) well-defined instructional objectives; 

(c) the selection and use of appropriate learning materials; 

(d) appropriate modes of instructional delivery; 

(e) the use of appropriate assessment strategies; and 

(f) the use of appropriate experiences. 

3- 1-540 - FACULTY 

3-1-541. Faculty Preparati on. Preparation of faculty members shall be academically and experientially appropriate 
to the subject matter they teach. Faculty members shall be competent to teach the subject matter offered and shall 
have reasonable latitude in their choice of teaching methods. 

U.S. based institutions must provide evidence that all faculty members are graduates of institutions accredited by 
agencies recognized by the United States Department of Education. Credentials of faculty who are graduates from 
institutions outs ide the United States must be evaluated by a member of the Association of International Credentia ls 
Evaluators (AICE) or the National Association of Credential Evaluation Services (NACES) to determine the equiva
lency of the credentials awarded by institu tions in the United States. 

International ly based institutions must provide evidence that all faculty members are graduates of institutions 
recognized by their respective governments as institutions of higher education or be evaluated by a member of the 
Association oflnternationa l Credentials Evaluators (AICE) or the National Association of Credential Evaluations 
Services (NACES) to determine the equivalency of the credentials awarded by institutions in the United States. 
ACICS, if unable to determine qualifications, may require the translation and/or evaluation of transcripts in languag
es other than English . 

3-1-542 . Verificat ion of Credentials. Institutions must maintain official transcripts for credentials that qualify 
faculty members ro teach the ir assigned courses and for those credentials that are listed in the catalog. All these 
credentials shall be on file in the administrative offices at the campus location nearest to where the faculty member is 
primarily employed . An official transcript is one sent from the registrar's office at the institution where study was 
completed directly to an employing institution or downloaded electronically from a link provided to the employing 
institution from the institu tion where study was completed . Transcripts received electronically must bear an indica
tion that it is an "official transcript" and the link provided must have information on how to verify the authenticity of 
the transcript . A transcript bearing the notation "issued ro student" is not an official transcript for employment 
purposes. 

50 ACICS Accreditation Criteria 



General Standards Applicable To All Institutions 

3-1-543. Faculty Development . Institutions are required to establish faculty development plans including both 
in-service and professional growth activities to enhance faculty expertise. There shall be documented evidence on an 
annual basis of these development plans and their implementation. For chose faculty who are trained in teaching 
methodology on the postsecondary level and who possess limited related outs ide em ployment, the plan shou ld 
concentrate on content update, e.g., new software, equipment, techniques, etc. Institutions are responsible for 
demonstra ting that these plans are appropriate given each faculty members ' training, education, and related work 
experience and that they provide the proper mix of in-service training and professional growth based on the academic 
and experiential background of the faculty. (See Glossary for definitions of "in-serv ice training ", "professional 
growth", and "faculty development "). 

3-1-544. Faculty Meetings. Regularly schedu led faculty meetings or departm ent meet ings, with participation by 
full-rime and part-time faculty, shall be held . Discussions and attendance shall be recorded. 

3-1-600 - EDUCATIONAL FACILITIES 

Each institution must provide an environment chat is conducive to good instruction and learning and that supports 
the educat ional program s offered by the institution. The adequacy of the environment is assessed against the demands 
made upon it by the curricula, faculty, and students. 

3-1-601. Plant and Equipment. The buildings, classrooms, equipment, furniture, grounds, instructional tools, 
support systems, instructional facilities, machinery, and other physical requir ements of the educational program shall 
be appropriate and shall contribute to the achievement of the institution's objectives. Equipment, instructional tools, 
and machin ery muse be prop erly installed and maintained. 

3-1-602. Code Requirements. The plant shall meet the general rests of safety, usefulness, clean liness, maintenance, 
health , light ing, and compl iance with any local or state laws governing physical facilities, particularly with respect to 
fire, safety, and sanitation . 

3-1-700 - PUBLICATION S 

It is important for institutions to recogn ize the value of"truth in advert ising" when promoting their operations. 
Publications must be prepared and presented in a professional manner to reflect favorably upon the institution. 
Information published must be accurate and factua l and reAecc the current status of the institution. Only the Council 
can accept or reject an institution's catalog, and a final decision will not be made based on a draft. 

3-1-701. Catalog. Each institution shall publish and provide to each enrolled student a catalog which complies with 
Appendix C, "Instituti onal Publications Requirements." 

3-1-702. Multiple-School Catalog. All institutions utilizing a common catalog must be of common ownership. 
Photographs of the physical facilities of any of the institutions must be captioned to identify the particular institutio n or 
campus depicted. The faculty and staff of each institution and the members of the general administration exercising 
supervisory responsibility for the group of institutions must be clearly identified with respect to each institution and the 
overall administration. Any information contai ned in the catalog that is not common to all institutions in the group 
should be presented in such a mann er that no confusion, misund erstanding, or misrepresentation is possible. For furth er 
information, see Appendix C. 

3-1-703. Advertising . Literatur e used by an institut ion mu st be presented in such a manner as to be factual with 
respect to services offered or benefits promised. An English translation for advertising that is in a language other than 
English must be available. For further information, see Appendix C. 
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If an institut ion publicly discloses incorrect or misleading information about its accredited status, the contents of an 

evaluation team report, or accreditation actions with respect to the institution, the institution must make a public 
disclosure of correction through the same media or means. 

3-1-704. Performance Information . Institutions shall routinely provide reliable information to the public on their 
performance, including student achievement as determined by the institution. 

3-1-800 - LIBRARY REsouR CES AND SERVICES 

The adequate provision ofl ibrary resources and information services, appropriate to the academic level and scope of 
an institution's programs, is essential to teaching and learning. It is incumbent upon all member institutions to assess 

the level oflibrary resources needed in relation to their programs and to provide a range of support to meet these 
needs. The size of collections and the budget allowed for library resources and services do not ensure adequacy. The 

quality, relevance, accessibility, availabi lity, and provision of support services ult imately w ill determine the adequacy 
of an institution's efforts . In assessing library resources and services, ACICS requires that an institution, at a mini

mum, shall: 

(a) develop an adequate base of library resources; 

(b) ensure means to access these resources; 

(c) develop a cont inu ous assessment strategy for library resources and in formation services; 

(d) provide adequate staff to support library development, collection organization, and accessibility; 

(e) ensure that library services are provided to all learners, includin g those at nonmain campuses; and 

(f) provide training and encouragement for students and faculty to utilize library resources as an int egral part of 

the learning process. 
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Chapter 2 Standards For Nondegree Programs 

I NTRODUCTION 

In addition tO the general standards in Chapter 1, which apply to all institutions, the following standards apply 
specifically to nondegree programs. 

3-2 -100 - F ACULTY 

Teaching hours, assignments, and schedules will vary from field tO field and from institution to institution but should 
in all cases allow time for adequate prepara tion and professional development. The institution shall devise a plan for 
the efficient use of faculty competence and time, including student-teacher ratios, number of teacher preparations, 
and number of teaching hours . Reasonab leness may be defined by, but is not restricted tO, the following expectations . 

3-2 -101. Teaching Load . An instructor's teaching load , including night school, shall not exceed 32 clock hours per 
week, except that an overload of not more than one subject per term for additional compensation is permitted. 
Teaching loads may differ when using alternative methods of instruction and must be commensurate with the type of 
delivery method utilized. For purposes of this calculation, assigned courses offered by nontraditional or distance 
learning modes of instruction are deemed to consist of one clock hour per week for each unit of academic credit 
awarded. 

3-2- 102. Field Prepara tion. Assignments requiring more than three preparations in different fields (e.g., secretarial 
studies, business administration, data processing) shall not be given co an instructor during one academic term. 

3-2-103. Subj ect Preparati on. Not more than five preparations in different subjects within the same field (e.g., 
Accounting I, Accounting II, Keyboarding I, Business Mathematics, Business Law) shall be assigned to an instructor 
during one academic term. 

3-2- 104. Assignments. The requirements for full- and part-time faculty members teaching in the referenced subject 
areas are as follows: 

(a) A bachelor's degree and appropriate coursework in the assigned subject are requ ired for faculty members 
teaching general education and other academic courses. 

(b) A bachelor's degree is required for faculty members teaching business and business administration courses. 
If the bachelor's degree is not in the assigned teaching field, at least two years of related work experience or 
evidence of specialized training or competency in the assigned teaching field is required. The burden is on 
the institution to demonstrate and justify the qualifications of the faculty to teach their assigned courses. 

(c) Faculty members teaching courses not referenced above must demonstrate competency in the assigned 
teaching field, such as academic or vocational training and credentials, related work experience, licensure, 
or certification . The burden is on the institution to demonstrate and justify the qualifications of the 
faculty co teach their assigned courses . 
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3-2-105. Stabiltty. There shall be an adequate core of full- and/or part-time faculty co ensure sound direction and 
continuity of development for the educational programs. The institution shall demonstrate through outcomes, length 
of service, reasonable retention of faculty, and other measures that the core faculty ensures that the institution will 
meet its stated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits, professional growth opportun ities, and other incentives. 

3-2-106. Student-Teacher Ratio. The student-teacher ratio shall be reasonable at all times in keeping with generally 
accepted delivery modes and course content. In determining a reasonable ratio, the institution shall consider the 
following factors: 

(a) the amount of lecture given by instruccors in skills-building and practice classes; 

(b) the level of existing skills of the students; 

(c) the amount of direct supervision exercised by the instructor and the availability of instructional 
equ ipment in a lab setting where there is primary instruction in a specific skill; and 

(d) the use of technology in providing alternative instruction or evaluation. 

3-2-200 - INSTRUCTIONAL IlEsOURCES, MATERIALS 

The instructional resources, audiovisual teaching equ ipment, and instructional materials shall be adequate to serve the 
needs of the institution's educational programs. The resources shall include current titles, periodicals, professional 
journals, or full-text on line resources appropriate for the institu tion's educational programs. There shall be evidence 
that appropriate instructional resources, equipment, technology, and materials are utilized to support the educational 
objectives. 

3-2-201. References. The institution shall have available and easily accessible to faculty and students standard 
reference works appropriate to the curriculum. Major consideration will be given to the variety of volumes, periodi
cals, online resources and information technology readily available to students and faculty, recency of publica tions, 
appropriateness, and relevance to the programs. 

3-2-202. Distribution of Resources and Materials. The instructional resources and references may be consolidated 
or may be distributed throughout the educational facility, or they may be provided by the institution under cont ract 
with an external organizat ion on behalf of its student body which ensures access to library resources and references 
pertinent to the programs offered by the institution; including resources that are available exclusively online. Easy 
access to and use of reference materials, periodica ls, and inform ation technology are of prime importance in deter
mining if the institution is meeting the educational needs of its students and faculty. Availability and utilization of 
audiovisual equ ipment also are important. 

3-2-203. Inventory. A current inventory of instructional materials and equ ipment shall be maintained by the 
institution . 

3-2-204. Budget. Budget allocations and expenditures for instructional resources, equipment, and materials shall be 
sufficient to meet the needs and fulfill objectives of the institution's programs. 
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INT RODUCTION 

EVALUATION STANDARDS 

Standards For Occupational Associate's 
Degree Programs 

In addition to the general standards in Chapter 1, which app ly to all institutions, the following standards apply 
specifically to institutions offering occupational associate's degree programs . Occupational associace's degree programs 
are chose programs which award associate's degrees that contain less than I 5 semester hours, 22.5 quarter hou rs, or 
the equivalent of general education. 

3-3-100 - S TATE A UTHORITY 

The institution must be legally authorized by the appropriate state education agency, where such authority exists, to 
confer the associace's degree. 

3-3-200 - ED UCATIONAL A CTM TIES 

3-3-201. Objec tives. The objectives of an occupational associate's degree program are an extension of the institution's 
awareness of its mission and its app lication to its constituencies. An institution applying for the inclusion of an 
occupational associate's degree program shall demonstrate that its programs and courses are appropriate to its mission 
and to its specific goals and objectives. 

Occupational associate's degree programs should emphasize both achievement of vocational objectives and general 
education. This emphasis requires courses in general education that are relevant both quantitat ively and qualitatively 
to the chosen degree. 

3-3-202 . Educat ion Requirements. The minimum number of credits requ ired for the occupational associate's degree 
shall be 60 semester hours, 90 quarter hours, or 1800 clock hours, normally earned over a period of four semesters, 
six quarters, or the equivalent . Transfer and award of credit may be granted for appropr iate work at other institutions. 

There shall be a minimum of IO semester hours, 15 quarter hours, or their equivalent in general education or applied 
general education courses. The catalog muse identify the courses chat satisfy the general education requirements, and 
it must provide an explanation of the course numbering system. 

The Council's expectations for general education and applied general educat ion are outlined in the Glossary section . 

3-3-2 03. Curricu lum. The curriculum shall quantitatively and qualitatively approximate the standards at other 
institut ions offering occupational associate's degrees, with due allowance for meeting special objectives. The pr imary 
purpose of the degree shall be technical in nature with courses designed to assist students in the application of these 
skills in the workplace . Instructiona l procedures, texts, materials, and technology shall be appropriate to the purposes, 
curriculums, and standards of institutions offering occupational associate's degrees. Evidence shall be provided chat 
curricular offerings require appropriate use of library resources. 
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3-3-204. Enrollmen t. Enrollment in the second year of a two-year program must be sufficient to support regula rly 
scheduled classes and laboratory work. Second-year work shall be based upon appropriate first-year prerequisites. 

3-3-300 - f ACULTY 

3-3-301. Prepara t ion. An institution offering occupational associate 's degrees shall have an adequate and competent 
faculty working under conditions that encourage the best efforts of each individual . In judging competence, consider

ation shall be given to the academic preparation and experience of each instructor. 

3-3-302. Assignmen ts. During any academic term, a faculty member shall not be assigned co teach in more than 

three fields of instruction (e.g., medical assisting, business administration, information technology). Not more than 
five preparations in different subjects (e.g ., Accounting I, Accounting II, Keyboarding I, Business Mathematics, and 

Business Law) shall be assigned to an instructor during one academic term. Instructors shall be assigned based on 
their major and minor academic preparation and/or related experience . The size of the faculty shall be appropriate to 

the total student enrollment. 

The requirements for full- and part-time faculty members teaching in the referenced subject areas are as follows : 

(a) A bachelor's degree and appropriate coursework in the assigned subject are required for faculty members 

teaching applied general education. Instructors at a minimum shall have earned 15 semester or equivalent 
hours of coursework through a combination of hours from associate's, bachelor's, and/or master's level 

coursework in the area of their teaching assignment. 

(6) Instructors teaching general education shall hold a minimum of a master 's degree. Instructors shall have a 
minimum of 18 semester or equivalent hours of coursework in their teaching discipline . At internationally 

based institutions, transcripts in languages other than English for general education instructors must be 
translated into English. 

Instructors teaching courses other than general education shall hold bachelor's degrees at a minimum and 
shall be assigned based on their major and minor academic preparation and/or related experience . However, 

exceptions to the bachelor's degree requ irement may be justified for instructors who have demonstrable 
current exceptional professional level experience in the assigned field, such as documented coursewo rk in the 

field, professional certification(s), letters of recommendation or attestations from previous employer(s), 
letters attesting to th is expertise from professional peers not connected to the college, real examples of 

previous success in the field such as published work, juried exhibits and shows, evidence of a professional 
portfol io accepted by the college and available for review, and ocher significant documented exper ience 

relevant to the courses to be taught. Minors or related degrees could be considered but will not be the sole 
determining factor. Duration of time associated with this alternative justifica tion is dependent on the quality 

and significance of the work experience. The institution must be able to justify the assignment of any 
instructor who does not hold a bachelor's degree in the assigned teaching field. 

(c) A bachelor 's degree is required for faculty members teaching business and business administration courses . 

If the bachelor 's degree is not in the assigned teaching field, at least two years of related work experience or 
evidence of specialized training or competency in the assigned teaching field is required . The burden is on 

the institution to demonstrate and justify the qualifications of the faculty to teach their assigned courses. 

(d) Facu lty members teaching courses not referenced above must demonstrate competency in the assigned 
teaching field, such as academic or vocational training and credentials, related work experience, licensure, 

or certification. The burden is on the institution to demonstrate and justify the qualifications of the 
faculty to teach their assigned courses. 
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3-3-303 . Teaching Load. An instrucror's teaching load, including night school, shall not exceed 32 clock hours per 
week, except that an overload of not more than one subject per term for additional compensation is permitted. Teaching 
loads may differ when using alternative methods of instruction and must be commensurate with the type of delivery 
method utilized. For purposes of this calculation, assigned courses offered by nontraditional or distance learning 
modes of instruction are deemed co consist of one clock hour per week for each unit of academic credit awarded . 

3-3-304. Stability. There shall be an adequate core of full- and pare-rime faculty co ensure sound direction and conti
nuity of development for the educational programs. The institution shall demonstrate through outcomes, length of 
service, reasonable retention of faculty, and other measures that the core faculty ensures that the institution will meet 
its stated mission and objectives. The institution shall promote stability in the faculty through compensation, fringe 
benefits, professional growth opportunities, and other incentives. 

3-3-305. Student-Teacher Ratio. The student-teacher ratio shall be reasonable at all times in keeping with generally 
accepted delivery modes and course content. In determining a reasonable ratio, the institution shall consider the 
following factors: 

(a) the amount of lecture given by instructors in skills-building and practice classes; 

(b) the level of existing skills of the students; 

(c) the amount of direct supervision exercised by the instructor and the availability of instructional 
equip ment in a lab setting where there is primary instruction in a specific skill; and 

(d) the use of technology in providing alternative instruction or evaluation. 

3-3-400 - L IBRARY, I NSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

3-3-401. Staff. An individual with the ability to maintain the resources and to assist students and faculty shall be 
designated to oversee the resources of the institution. 

3-3-402. Budget. An annual library budget, appropriate to the size and scope of the institution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and other resource and reference materials. 

3-3-403 . Function. The library function is shaped by the educational programs of the institution . Appropriate 
reference, research, and information resources must be made available to enhance, augment, and support the curricu
lar and educational offerings. The resources shall include the study, reading, and information technology facilities 
necessary to make the educational programs effective. The ultimate test of the library's adequacy is determined by the 
extent tO which its resources support all the courses offered by the institutions. 

3-3-404. UseandAccessibility. In evaluating the use of library resources by students, consideration shall be given to 
accessibility and to methods used by the faculty to encourage the use of these resources by students. Records of 
physical and/or online circulation and inventory shall be current and accurate. 

Physical and/or online library materials and services must be available at times consistent with the typical student's 
schedule in both day and evening programs. Easy access co and use of reference materials, periodicals, and informa
tion technology are of prime importance in determining if the institution is meeting the educational needs of its 
students and faculty. If online resources are utilized, an appropriate number of terminals shall be provided for student 
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use. Interlibrary agreements are not substitutes for an institution's library, but rather a means to supplement the 
institution's holdings in limited areas. In determining the appropriateness of such agreements, consideration will be 
given to the uniqueness of the lending library's collection, provisions for interlibrary loans, and the degree of acces
sibility to the students. 

3-3-405. Holdings. The institution shall have available and easily accessible standard reference works, professional 
journals, and current periodicals appropriate to the curriculum. Consideration also shall be given to supplementary 
library resources contracted by the institution and on line resources available to its student body. 

3-3-406. Acquisitions. Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount of input emanating from the faculty. Moreover, it is the faculty's responsibility to inspire, motivate, and 
direct student usage of the library resources. 

58 ACICS Accreditation Criteria 



TITLE III 

Chapter4 

INTRODUCTION 

EVALUATION STANDARDS 

Standards for Academic Associate's 
Degree Programs 

In addition to the general standards in Chapter l, which app ly to all institutions, the following standards apply 
specifically to academic associace's degree programs. All Associate of Arc and Associate of Science degree programs are 
academic associate's degree programs . Any other associate's degree programs chat include at least 15 semester hours, 
22 .5 quarter hours, or the equivalent of general education also are considered to be academic associate's degree 
programs . Institutions chat offer academic associate's degree programs are collegiate institutions . 

3-4- 100 - STATE A UT HORITY 

The institution must be legally authorized by the appropriate state education agency, where such authority exists, to 
confer the associate's degree. 

3-4-200 - E DUCATIONALA CTM TIES 

3-4-2 01. Objectives . The objectives of an associate's degree program reflect the application of an institution 's mission 
to its constituencies. An institution applying for the inclusion of an academic associate's degree program shall demon
strate chat its programs , courses, and services are appropriate co its mission and co its specific goals and objectives. 

Programs at collegiate institutions should emphasize both the achievement of vocational objectives and general educa
tion. This emphasis requires courses in general education that are both quantitatively and qualitatively relevant to the 
chosen degree. 

3-4- 202 . Education Requiremen ts. The min imum number of credits required for the academic associate's degree shall 
be 60 semester hours, 90 quarter hours, or their equivalent, normally earned over a period of four semesters, six 
quarters, or the equivalent . Transfer and award of cred it for appropriate work at other institutions may be granted. 

There shall be a minimum of 30 semester hours , 45 quarter hours, or their equivalent in courses wit hin the areas of 
concentration; and a minimum of 15 semester hours, 22 .5 quarter hours, or their equivalent in general education 
courses . Courses with in the area of concentration of the subject matter of the program shall not be considered general 
education courses. The catalog must identify the courses that satisfy the concentration and general education require
ments , and it must provide an explanation of the course numbering system . 

General education and academic subject offerings, as distinguished from the professional or vocational offerings of a 
collegiate institut ion, shall place emphas is on princ iples and theory and not on practical app lications associated with 
a particular occupation or profession. General education courses give balance to the total program and must be 
appropriate for the program and the needs of the students. The Council's expectat ions for general education, humani
ties, mathematics and the sciences, and social sciences are outlined in the Glossary section. 
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3-4-203 . Curriculum . The curriculum shall quantitatively and qualitatively approx imate the standards at other 
collegiate institutions offering academic associate's degrees. It should help students acquire necessary skills such as 
reading, writing, communicating, critical thinking, and the basic use of computers. Instructional procedures, texts, 
materials, and technology shall be appropriate co the purposes, curriculums, and standards of collegiate institutions. 
Evidence shall be provided that curricular offerings require appropriate use of library resources. 

3-4-204. Enrollment. Enrollment in the second year of a two-year program must be sufficient to support regularly 
scheduled classes and laboratory work. Second -year work shall be based upon appropriate first-year prerequisites . 

3-4-300 - FACULTY 

3-4-301. Preparation. The institution shall have an adequate and competent faculty working under conditions that 
encourage the best efforts of each individual. In judging competence, consideration shall be given to the academic 
preparation and experience of each instructor. 

3-4-302 . Assignments. During any academic term, a faculty member shal l not be assigned to teach in more than 
three fields of instruction. The size of the faculty shall be appropriate to the total student enrollment. 

Instructors teaching general education shall hold a minimum of a master's degree. Instructors at a minimum shall 
have earned 18 semester or equivalent hours of coursework in the area of their teaching discipline. At internationally 
based institu tions, transcripts in languages other than English for general education instructors must be translated 
into English . 

Instructors teaching courses other than general education shall hold bachelor's degrees at a minimum and shall be 
assigned based on their major and minor academic preparation and/or related exper ience . However, exceptions to the 
bachelor's degree requirement may be justified for instructors who have demonstrable current exceptional professional 
level experience in the assigned field, professional cercification(s), leccers of recommendation or attestations from 
previous employer(s), letters attesting co this expertise from professional peers not connected co the college, real 
examples of previous success in che field such as pub lished work, juried exhibi ts and shows, evidence of a professional 
portfolio accepted by the college and available for review, and other significant documented experience relevant to the 
courses to be caught. Minor or related degrees could be considered but will not be the sole determining factor. 
Duration of time associated with this alternative justification is dependent on the quality and significance of the work 
experience. The institution must be able to justify the assignment of any instructor who does not hold a bachelor's 
degree in the assigned teaching field. 

In addition to the degree requirements outlined above, at least one-half of the courses, including those core courses 
common co nonacademic degree or nondegree programs, shall be taught by faculty members holding graduate 
degrees, professional degrees such as J.D. or M.D., or bachelor's degrees plus professional certification . This calcula
tion does not apply, however, to courses in fields in which graduate degrees, professional degrees, or profess ional 
certifications are not generally available. 

3-4-303. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 
different prepara tions required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; the academic advising, committee membership, and guidance and student organiza
tions assigned; and the other administrative , research, publication, and community relations responsibilities of the 
instructor. 

60 ACICS Accreditation Criteria 



Standards for Academic Associate's Degree Programs 

3-4-304. Stability. There shall be an adequa te core of full- and part-time faculty to ensure sound direct ion and 
continuity of development for the educational programs. The institution shall demonstrate through outcomes, length 
of service, reasonable retention of faculty, and ocher measures that the core faculty ensures that the institution will 
meet its stated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits, professional growth opportun ities, and ocher incentives. 

3-4-400 - LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

3-4-401. Staff. A professionally trained individual shall supervise and manage library and instructional resources, 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
their use. A professionally trained individual is one who holds a bachelor 's or master's degree in library or information 
science or a comparable program, or state certification to work as a librarian, where applicable, or, for foreign institu
tions, who holds a bachelor's or master's degree recognized as appropriate for the position by its government or higher 
education authority. The institution must provide evidence chat the degree is from an institution accredited by an 
agency recognized by the United States Department of Educa tion. If the degree is from an institution outs ide of the 
United States, the institution must be recognized by its government as an institution of higher education or be 
evaluated by a member of the Association of Internacional Credentials Evaluators (AICE) or the National Association 
of Credential Evaluation Services (NACES) to determine the equivalency of the degree to degrees awarded by 
instituti ons in the United Scates. ACICS, if unable to determine qualification s, may requ ire the translation and/or 
evaluation of transcripts in languages other than English. The professionally trained individual must participate in 
documented professional growth act ivities. 

During library hours chat are scheduled and posted, there shall be a trained individual on-site who is assigned to 
oversee and to supervise the library and to assist students with library and information services. This individ ual shall 
be competent and techn ologically literate to use and to aid in the use of the library techno logies and resources. 

3-4-402. Budget. An annual library budget, appropriate to the size and scope of the institution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and ocher resource and reference materials. 

3-4-403. Function. The library function is shaped by the educational programs of the college. Appropriate reference, 
research, and information resources must be made available to provide basic support for curricular and educational 
offerings and to enhance student learning. 

3-4-404. Use and Accessibility. The faculty should inspire, motivate, and direct student usage of the library resourc
es. The library's adequacy ultimately is determined by the extent to which physical and/or on line resources including 
full-text resources support all the courses offered by the institution. 

For library resources, the Dewey Decimal System, Library of Congress classification system, or ocher appropriate 
system of classification shou ld be used. Records of physical and/or online circulation and invento ry shall be current 
and accurate and must be maintained to assist staff and faculty in evaluating the adequacy and utilization of the 
physical and/or online resources including full-text holdings. 

Physical and/or online, full-text library materials and services must be available at times consistent with the typical 
student' s schedule in both day and evening programs. If computer software is ut ilized on site, a sufficient number of 
terminals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be 
pract ical and accessible and use muse be documented . In determining the appropriateness of such agreements, cons id-
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eration will be given t0 the nature of the participating library 's collection, provisions for interlibrary loans , and the 
degree of accessibility to the students. A college's library must contain, at a minimum, a core collection of physical 
and/or online resources including full-text reference materials appropriate for the offerings of the institution. 

3-4-405. Holdings . A collegiate library shall contain up-to -date physical and/or online resou rces including full-text 
titles appropriate for the size of the institution and the breadth of and enrollment in its educational programs. The 
library collection shall includ e holdings on the Humaniti es, Arts, Social Sciences, and Sciences, including math emat
ics; magazines and essential professional journals and periodicals; and, when appropriate, online data networks and 
retri eval systems, CD-RO Ms, and int eract ive research systems that support the offerings of the institution. 

3-4-406 . Acquisitions . Library acquisitions are the joint respo nsibility of the faculty and library staff, with the greater 
amount of input emanating from the faculty. 
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Chapter 5 Standards for Bachelor' s Degree Programs 

I NTRODUCTION 

In addition to the general standards in Chap ter 1, which apply tO all institutions , the following standard s apply 
specifically to bachelor's degree programs. Institutions that offer bachelor's degree programs are considered to be 
collegiate institution s. 

3-5-100 - S TATE A UTHORITY 

The institution must be legally authori zed by the appropriate state education agency, where such authority exists, tO 

confer the bachelor's degree. 

3-5 -200 - E DUCATIONAL ACTMTIES 

3-5-20 1. Objectives . The objectives of a bachelor's degree program reflect the application of an institution's mission 
to its constituencies. An institution applying for the inclusion of a bachelor's degree program shall demonstrate that 
its programs, courses, and services are appropriate to its mission and to its specific goals and objectives. 

Programs at collegiate institutions should emp hasize both the achievement of vocational objectives and general educa
tion. This emphasis requires courses in general education that are both quantitatively and qualitatively relevant to the 
chosen degree. 

3-5-2 02. Education Requirements. The minimum number of credits required for the bachelor's degree shall be 120 
semester hours, 180 quarter hours, or their equivalent, normally earned over a period of eight semesters, 12 quarters, 
or their equivalent . Transfer and award of credit for appropriate work at other institution s may be granted . 

There shall be a minimum of 60 semester hours, 90 quarter hours, or their equivalent within the areas of concentra
tion ; and a minimum of 36 semester hours, 54 quarter hours, or their equivalent in general education courses. 
Courses within the area of concentration of the subject matt er of the program shall not be considered general educa
tion courses. The catalog must identify the courses that satisfy the concentration and general education requirements 
and those that are upper-division courses, and it must provide an explanation of the course numbering system. The 
catalog must state the expectations for all four years of the bachelor's degree curriculum and comp ly with Appendix 
C, Guidelines for Institutional Publications. If the institution offers only the last two years of the bachelor's degree 
program, the catalog and all advertising materials must clearly describe the requirements for admission, including 
requirements for the completion of necessary prerequisite courses and general educat ion courses to ensure that the 
student will complete all of the requirements for the bachelor's degree upon graduation. 

General education and academic subject offerings, as distingui shed from the professional or vocational offerings of a 
collegiate institution, shall place emphas is on principles and theory and not on practical applications associated with 
a particular occupation or profession . General education courses give balance ro the rotal program and must be 
appropriate for the program and the needs of the students. The Council's expectations for general edu cation , humani
ties, mathematics and the sciences, and social sciences are outlined in the Glossary section . 
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3-5-203 . Curriculum . The curriculum shall quantitatively and qualitatively approx imate the standards at other 
collegiate institutions offering bachelor's degrees. It should help students acquire necessary skills such as reading, 
writing, communicating, critical thinking, and the basic use of computers. Instructional procedures, texts, materials, 
and technology shall be appropriate co the purposes, curriculums, and standards of collegiate institutions. Evidence 
shall be provided that curricular offerings require appropriate use oflibrary resources. 

3-5-204. Enrollment. Enrollment in upper-division courses must be sufficient to support regularly scheduled and 
conducted classes and laboratory work. Upper-division work shall be offered and shall be based upon appropriate 
prerequisites. 

3-5-300 - FACULTY 

3-5-301. Preparation. The institution shall have an adequate and competent faculty working under conditions that 
encourage the best efforts of each individual. In judging competence, consideration shall be given to the academic 
preparation and experience of each instructor. 

3-5-302. Assignments. During any academic term, a faculty member shall not be assigned to teach in more than 
three fields of instruction and preferably in not more than two fields. The size of the faculty shall be appropriate for 
the total student enrollment. 

Instructors teaching general education shall hold a minimum of a master's degree. Instructors at a minimum shall 
have earned 18 semester or equivalent hours of coursework in the area of their teaching discipline. At internationally 
based institutions, transcripts in languages other than English for general education instructors must be translated 
into English. 

Instructors teaching courses other than general education shall hold bachelor's degrees at a minimum and shall be 
assigned based on their major and minor academ ic preparation and/or related experience. However, exceptions to the 
bachelor's degree requirement may be justified for instructors who have demonstrable current exceptiona l professional 
level experience in the assigned field, such as documented coursework in the field, professional certification(s), letters 
of recommendation or attestations from previous employer(s), letters attesting to this expertise from professional 
peers not connected to the college, real examples of previous success in the field such as published work, juried 
exhibits and shows, evidence of a professional portfolio accepted by the college and available for review, and other 
significant documented experience relevant to the courses to be taught. Minor or related degrees could be considered 
but will not be the sole determining factor. Duration of time associated with chis alternative justification is dependent 
on the qual ity and significance of the work experience . The institution must be able to justify the assignment of any 
instructor who does not hold a bachelor 's degree in the assigned teaching field. 

In addition to the degree requirements outlined above, at least one-half of all lower-division courses and all upper
division courses, including those core courses common to nonacademic degree or nond egree programs, shall be 
taught by faculty members holding graduate degrees, professional degrees such as J.D. or M .D. , or bachelor's degrees 
plus professional certification. This calculation does not apply, however, to courses in fields in which graduate degrees, 
professional degrees, or professional certifications are not generally available. 

3-5-303. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 
different preparations required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; the academic advising, committee membership, and guidance and student organizations 
assigned; and the other administrative, research, publication, and commun ity relations responsibilities of the instructor. 
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3-5-304 . Stability. There shall be an adequate core of full- and part-time faculty to ensure sound direction and 
continuity of development for the educational programs. The institution shall demonstrate through outcomes, length 
of service, reasonable retention of faculty, and other measures that the core faculty ensures that the institution will 
meet its stated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits, professional growth opportunities, and other incentives . 

3-5-400 - LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

3-5-401. Staff. A professionally trained individual shall supervise and manage library and instructional resources, 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
their use. A professionally trained individual is one who holds a bachelor's or master's degree in library or information 
science or a comparable program, or state certification to work as a librarian , where applicable, or, for foreign 
insticu-,tions, who holds a bachelor's or master's degree recognized as appropriate for the position by its government 
or higher education authority . The institution must provide evidence that the degree is from an institution accredited 
by an agency recognized by the United States Department of Education. If the degree is from an institution outside 
of the United States, the institution must be recognized by its government as an institution of higher education or be 
evaluated by a member of the Association oflnternational Credentials Evaluators (AICE) or the National Association 
of Credential Evaluation Services (NACES) to determine the equivalency of the degree tO degrees awarded by 
institutions in the United States. ACICS, if unable to determine qualifications, may require the translation and/or 
evaluation of transcripts in languages other than English. The professional trained individual must participate in 
documented professional growth activities. 

During library hours that are scheduled and posted, there shall be a trained individual on-site who is assigned to 
oversee and to supervise the library and to assist students with library and information services. This individual shall 
be competent and technologically literate ro use and ro aid in the use of the library technologies and resources. 

3-5-402. Budget. An annual library budget, appropriate to the size and scope of the institution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and other resource and reference materials. 

3-5-403. Function. The library function is shaped by the educat ional programs of the college. Appropriate reference, 
research, and information resources must be made available to provide basic support for curricular and educational 
offerings and to enhanc e student learning. 

3-5-404. Use and Accessibi lity. The faculty should inspire, motivate, and direct student usage of the library resourc
es. The library's adequacy ultimately is determined by the extent to which physical and/or online resources including 
full-text resources support all the courses offered by the institution. 

For library resources, the Dewey Decimal System, Library of Congress classification system, or other appropriate 
system of classification should be used. Records of physical and/or online circulation and inventory shall be current 
and accurate and must be maintain ed to assist staff and faculty in evaluating the adequacy and utilization of the 
physical and/or online resources including full-text holdings. 

Physical and/or online, full-text library materials and services must be available at times consistent with the typical 
student's schedule in both day and evening programs. If computer software is utilized on site, a sufficient number of 
terminals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be 
practical and accessible and use must be documented. In determining the appropriateness of such agreements, consid
eration will be given to the nature of the participating library's collection, provisions for interlibrary loans, and the 
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degree of accessibi lity ro the students. A college's library must contain, at a minimum, a core collection of physical 
and/or online resources including full-text reference materials appropriate for the offerings of the institution. 

3-5-405. Hold ings. A collegiate library shall contain up-ro-date physical and/or online resources including full-text 
tides appropriate for the size of the institution and the breadth of and enrollment in its educational programs. The 
library collection shall include holdings on the Humanities, Arts, Social Sciences, and Sciences, including mathemat
ics; magazines and professional journals and periodicals; and, when appropriate, online data networks and retrieval 
systems, CD-RO Ms, and interactive research systems that support the offerings of the institution . 

3-5-406. Acquisitions . Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount emanating from the faculty. 
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Chapter 6 Standards for Master's Degree Programs 

I NTRODUCTION 

In addition to the general standards in Chapter 1, which apply tO all insti tutions, the following standards apply 
specifically to master's degree programs. 

3-6 -100 - NATURE OF G RADUATE EDUCATION 

The awarding of a master 's degree signifies that, in the judgment of the faculty, the student has attained specialized 
competence which qualifies the recipient for opportunities and additional responsibilities not ordinarily available tO 

the baccalaureate degree recipient. To make a graduate program distinctive, a component designed to teach research 
skills should be included. 

3-6-200 - STATE A UTHORITY 

The institution must be legally authorized by the appropriate state education agency, where such authority exists, to 
confer the master 's degree. 

3-6-300 - OR GANIZATION AND AD MINISTRATION 

3-6-301. Commi tt ee Oversight. The responsibility for developing , modifying , and maintaining the graduate pro
gram shall be performed by a qualified designated committee to include, but not restricted to, students, faculty, 
administrators, and employers . 

3-6-302. Program Administr ati on. The administration of the graduate program shall be performed by a qualified 
individual with appropriate administrative and educational background and experience for the direction of a graduate 
program. The duties of this individual may be full- or part-time with adequate staff support . 

3-6-400 - ED UCATIONAL A CTMTI ES 

3-6-401. Objectives. The objectives of a master 's degree program reAect the application of an institution's mission to 

its constituencies. An institution applying for the inclusion of a master's degree program shall demonstrate that its 
programs, courses, and services are appropriate to its mission and to its specific goals and objectives. Master's degree 
programs should emphasize both mastery of subject matter and an understanding of related research and research 
methodology. This emphasis implies development of the student 's ability to integrate and apply the subject matter. 

3-6-402. Program De velopm ent. Graduate faculty must be directly involved in the development and modification 
of master's degree program policies, procedures, and curricula. Flexible instructional approaches and scheduling 
patterns are encouraged in developing innovative graduate programs in order to serve varying student groups and 
their special needs. 
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3-6-403. Education Requirements. The minimum number of credits required for the master's degree shall be 30 
semester hours, 45 quarter hours, or their equivalent, of course work plus a thesis at the graduate level; or 36 semester 
hours, 54 quarter hours, or their equivalent, of course work at the graduate level if a thesis is not required. The 
master's degree normally is earned over three semesters, five quarters, or the equivalent. The catalog must provide an 
explanation of the course numbering system. 

3-6-404. Cun·iculum. The curriculum shall quantitatively and qualitatively approximate the standards at other 
institutions offering master's degrees. Instructional procedures, texts, materials, and technology shall be appropriate co 

the purposes, curriculums, and standards of collegiate institutions. Evidence shall be provided that curricular offerings 
require the approp riate use of library resources. 

3-6-405. Enrollment. Enrollment in graduate-level courses must be sufficient to support regularly scheduled and 
conducted classes and laboratory work. Graduate-level courses shall be offered and shalI be based on appropriate 
prerequisites. 

3-6-500 - FACULTY 

3-6-501. Preparation. The institution shall have an adequate and competent faculty working under conditions chat 
encourage the best efforts of each individual. In judging competence of faculty, consideration shall be given co the 
academic preparation and experience of each instructor. 

3-6-502. Assignments. Instructors shall be assigned in terms of their major and minor areas of academic preparation 
and related experience. The size of the faculty shall be appropriate for the graduate enrollment. All master's program 
faculty shou ld have appropriate graduate degrees, and the number with terminal degrees should be appropriate for the 
graduate enrollment. At least one-half of the graduate-level courses are to be taught by faculty possessing terminal 
degrees. Professional certificat ion is not a subst itute for a terminal degree. The institution also should encourage gradu 
ate faculty members to engage in scholarly research and to publish in professional journals. 

Faculty who do not possess appropriate graduate degrees may be assigned to teach in master's degree programs if they 
have exceptional practical or professional experience in the assigned field or if the assigned field is one in which graduate 
degrees are not widely available. In either case, the burden is on the institution to demonstrate and justify the qualifica
tions of the faculty to teach their assigned courses. Faculty assigned under this exception are not considered to have the 
equivalent of a terminal degree. 

3-6-503. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 
different preparations required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; the academic advising, committee membership, and guidance and student organizations 
assigned; and the other administrative, research, publication, professional activities and/or scholarship, and community 
relations responsibilities of the instructor. 

3-6-504. Stability. There shall be an adequate core of full- and part-rime faculty to ensure sound direction and 
continuity of development for the educational programs. The institution shall demonstrate through outcomes, length 
of service, reasonable retention of faculty, and other measures char the core faculty ensures that the institution will 
meet its seated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits, professional growth opportunities, and other incentives. 
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3-6-600 - ADM ISSIONS 

3-6-601. Enrollment Prerequisites. The threshold admission requirement to a master's degree program is a baccalau
reate degree. If admission to a professional program is granted without a baccalaureate degree, the burden is on the 
institution to demonstrate and justify that the alternate admission requirement is accepted by a recognized licensing 
or specialized accrediting agency and is common practice among accredited institutions of higher education. 

In instances where a baccalaureate degree is not used as the threshold for admission, the following conditions must be 
met: (a) admission to the program may be granted only to eligible students who have completed at a minimum an 
associate degree or equivalent; (b) the program must ensure that a baccalaureate degree, which meets ACICS stan
dards, is awarded upon completion of baccalaureate degree requirements or concurrently with the award of the 
master's degree; and (c) the baccalaureate degree program must include in its curricular requirements sufficient and 
appropriate bridge to master's-level courses in the field of study and must be approved by ACICS . 

3-6-602. Evaluation of Appl icants. Institutions should use appropriate techniques to evaluate applicants and to 

determine whether they have the academic qualifications to benefit from graduate study. 

3-6-603. Transfer of Credi t. Transfer of credit for appropriate master's-level course work from another institution 
may be granted according to the policy established by the institution. No more than one-half of the credits required 
for the master's degree may be transferred from another institution. 

3-6-604. Conformance to Institutiona l Objectives. Admissions procedures, transfer policies, and requirements for 
graduation shall be consistent with the overall philosophy and objectives of the institution. 

3-6-700 - L IBRARY, I NSTRUCTIONAL RE SOURCES, AND T ECHNOLOGY 

3-6-701. Staff. A professionally trained individual shall supervise and manage library and instructional resources, 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
their use. A professionally trained individual is one with special qualifications co aid students in research and who 
holds a M.L.S. degree or the equivalent, or, for foreign institutions, who holds a master's degree recognized as 
appro , priate for the position by its government or higher education authority . The institution must provide evidence 
chat the degree is from an institution accredited by an agency recognized by the United States Department of Educa
tion. If the degree is from an institution outside of the United Scates, the institution must be recognized by its 
government as an institution of higher education or be evaluated by a member of the Association of International 
Credentials Evaluators (AICE) or the National Association of Credential Evaluation Services (NACES) to determine 
the equiva,lency of the degree to degrees awarded by institutions in the United States. ACICS, if unable to determine 
qualifications, may require the translation and/or evaluation of transcripts in languages other than English. The 
professionally trained individual must participate in documented professional growth activities. 

There shall be a professionally trained individual on duty for sufficient hours, as published by the institution, to 

support the programs and to assist students with library functions and research. This individua l shall be competent 
both to use and to aid in the use of the library technologies and resources. 

3-6-702. Budget. An annual library budget, appropriate to the size and scope of the institution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and other resource and reference materials. 
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3-6-703. Function. The library function is shaped by the educat ional programs of the institution. Institut ions 
offering master's degree programs shall provide access to substantially different library resources in terms of their 
depth and breadth from those required for baccalaureate degree programs. 

These resources shall include bibliographic and monographic references, major professional journals and reference 
services, research and methodology materials, and, as appropriate, information technologies. The depth and breadth 
of the accessible library holdings shall be such as to exceed the requirements of the average student in order to 

encourage the intellectual development of superior students and to enrich the professional development of the 
faculty. 

Appropriate reference, research, and information resources must be made available to enhance, augment, and support 
the curricular and educational offerings and to enhance student learn ing. The resources shall includ e the study, 
reading, and information technology facilities necessary to make the educational programs effective. 

3-6-704. Use and Accessibility. It is the faculty's responsibility to inspire, motivate, and direct student usage of the 
library resources. The library 's adequacy ultimately is determined by the extent to wh ich physical and/or online, 
full-text resources support all the courses offered by the institution. 

For library resources, the Dewey Decimal System, Library of Congress classification system , or other appropr iate 
system of classification should be used. Records of physical and/or online circulation and inventory shall be current 
and accurate and must be maintained to assist staff and faculty in evaluating the adequacy and utilization of the 
physical and/or onl ine, full-text holdings. 

Physical and/or online, full-text library materials and services must be available at times consistent with the typical 
student 's schedule in both day and evening programs. If computer software is utilized on site, a sufficient number of 
terminals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be 
practical and accessible and use must be documented. In determ inin g the appropriateness of such agreements, consid 
eration will be given to the uniqueness of the lending library's collection, provisions for interlibrary loans, and the 
degree of accessibi lity to the students. A college's library must contain, at a minimum, a core collection of physica l 
and/or on-line, full-text reference materials appropriate for the offerings of the institution. 

3-6-705. Holdings. The library shall support the academic programs and the intellectual and cultural development of 
students, faculty, and staff; shall provide current and appropr iate physical and/or on line, full-text resources for the size 
of the institution and the breadth of and enrollment in its educational programs; shall provide, when appropriate, 
on-line data networks and retrieval systems, CD-ROMs, and interactive research systems; and shall be capab le of 
supporting an understanding of scholarly research and/or scholarly research at the graduate level. 

3-6-706. Acquisitions. Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount of input emanating from the faculty. 

3-6-800 - PUBLICATIO NS 

There shall be a separate section in the institution's catalog describing the master's degree objectives, program require
ments, adm issions procedures, transfer policies, graduat ion requirements, regulations, and course descriptions. 
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Chapter7 Standards for Doctoral Degree Programs 

I NTRODUCTION 

In addition to the general standards in Chapter 1, which apply tO all institutions, the following standards apply 
specifically to doctorate degree programs, and are being applied as part of a pilot project. The current scope of 
recognition for ACICS, as approved by the U.S. Department of Education and the Council for Higher Education 
Accreditation, includes diploma programs and degree programs through the Master 's degree. Therefore, accreditation 
of a doctoral program by ACICS does not make the program eligible for purposes of participation in federal student 
aid programs, as described in Tide IV of the HEA. Institutions may confer only professionally-oriented doctorate 
degrees. Unlike academic doct0ral degrees that prepare students tO work in academia or research, professional doc
toral degrees are designed to make students experts in their fields and in the workplace. As such, the outcomes for 
those earning a professional doct0ral degree involve using knowledge and techniques tO purposefully address prob
lems and opportunities in their workplace. These include degrees such as the J.D., Ed.D., DFA, OBA, etc., but 
excluding the Ph.D. 

3-7- 100 - NATURE OF D OCTORAL EDUCATION 

The awarding of a professional doctorate degree signifies that, in the judgment of the faculty, the student has attained 
specialized and practical competence which qualifies the recipient for opportunities and additional responsibilities 
beyond the master's degree level. 

The doctorate degree is tO be professionally oriented and must include the following: 

(a) coursework which heightens the level of professional expertise in the area or field of study sought . 

(b) an understanding of appropriate research methods relevant to the area or field of study sought . The goal of 
the research is co apply technologies, knowledge, or concepts in a new way to a workplace problem. This 
provides the student an opportunity to apply knowledge tO a high-level issue in the same way he or she 
might operate at work. 

(c) evidence that the coursework enables graduates tO function/perform in the area or field of study sought. 

To make a doctoral program distinctive, a component shall be designed to include practical research or a research 
project, or dissertation, or other required academic activities. A doctoral degree program is further designed to 
provide the mastery of a subject, theory, and methodology in a specific field of study. The program shall have a 
strategic plan that describes the purpose of the program, provides guidance about its future , and identified measures 
used tO define its success. 

3-7 -200 - S TATE A UTHORITY 

The institution must be legally authorized by the appropriate state or national education agency, where such authority 
exists, to confer the doctorate degree. 
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3-7-300 - ORGANIZATION AND ADMINISTRATION 

3-7-301. Committee Oversight. The responsibility for developing, modifying, and maintaining the doctoral degree 
program shall be carried out by a qualified designated committee to include, but not restricted to, faculty and 
administrators who, at a minimum, possess a doctoral/terminal professional degree in a related subject area. 

3-7-302. Program Administration. The administration of the doctoral degree program shall be the responsibility of 
a qualified individual with appropriate adm inistrative and educational background and experience related to a 
doctoral degree program. These qualifications must include a doctoral/terminal professional degree in a related 
subject area. The duties of this individual should be full-time with adequate staff support. The program must require 
students to work with a well-qualified and credentialed committee knowledgeable in methods of research and in the 
subject matter, chaired by an appropriately credentialed individual with expertise in the program area. 

3-7-303. Program Advisory Committee. A program advisory committee, comprised of individuals from simi lar 
accredited doctoral programs and representatives of the employers that would be hiring graduates, shall meet at least 
annually with program administrators and faculty. The committee shall provide advice and guidance about the 
program, the currency and content of its curriculum, admissions criteria, and externship opportunities. Members of 
this committee may also provide information regarding the validity and rigor of the program and the quality of the 
graduates . 

3-7-400 - EDUCATIONAL AcTMTIES 

3-7-401. Objectives. The objectives of a doctoral degree program reflect the application of an institution's mission to 
its constituencies . An institution applying for the inclusion of a doctoral degree program shall demonstrate that its 
programs, courses, and services are appropriate to its mission and to its specific goals and objectives. Doctoral degree 
programs shou ld emphasize both maste1y of subject matter and an understanding of related research and research 
methodology. Specific program objectives must be clearly stated. 

The practical application of research methods must be emphasized in professional doctoral degree programs . This 
emphasis implies development of the student's ability to integrate and apply research to issues related to the discipline 
and its knowledge base as used in industry. 

3-7-402. Program Development. Doctoral faculty must be directly involved in the development and modification of 
a doctorate degree program's policies, procedures, and curricula. Flexible instructional approac hes and scheduling 
patterns are encouraged in developing innovative doctoral degree programs to serve varying students and their needs. 
The learning objectives must be advanced and provide the depth of practical learning or research. 

3-7-403. Education Requirements. The number of credits required for the doctoral degree shall be, at a minimum, 
90 semester hours, 135 quarter hours, or their equivalent, of course work beyond the bachelor's degree. If a master's 
degree in the same field of study, earned at an institution accredited by an agency recognized by the U.S. Department 
of Education, is required as a prerequisite for admission to the doctorate degree program, the number of credits 
required for the doctorate degree shall be, at a minimum, 54 semester hours, 81 quarter hours, or their equivalent . 
This includes credit for the research project/dissertation or other required academic or professional activities. 

The doctoral degree normally is earned over three to five years or the equivalent for full-time students. Limitations on 
the time to degree for part-time students need to be clearly outlined. Statutes of limitations for program comple tion 
and course work must be clearly disclosed to students and included in the institutional catalog, as well as on the 
enrollment agreement . 
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For certain first-professional degrees whose structure differs from that of other professional doctoral degrees, the 
required credit hour total and expected time co degree shall conform co what is typical for the field. 

The catalog must provide a detailed explanation of the required courses in the program, as well as a description of the 
required activit ies and research elements necessary to complete the program. 

3-7-404. Curriculum. The curriculum shall quantitatively and qualitatively approximate the standards at ocher 
institutions offering comparable degrees. Instructional procedures, texts, materials, and technology shall be appropri
ate to the purposes, curriculums, and standards of collegiate institutions. Evidence shall be provided that curricular 
offerings require the appropriate use of research and library resources. 

The program must be designed for each student to accomplish specified goals and objectives and contribute to 
competence in the subject area or profession at an advanced level. Such activities and requ irements must be approved 
by a designated individual and at least two additional individuals within the respective field of study with appropriate 
credentials . 

The research project or other required academic or professional activities must be reviewed, evaluated, and assessed by 
a committee as described above. Ac lease one individual on the committee muse be from another appropriately 
accredited institution within the subject area. 

For programs that include the following components, credit hours shall be part of the total credits required for 
program completion and shall be allocated as follows: 

(a) Research project or dissertation - Credit hours shall not exceed 15 semester hours (22 quarter hours) for 
the research project. 

(6) Independent and directed studies - Credit hours shall not in total exceed 9 semester hour s (14 quarter 
hours) and must consist of an experience(s) that directly relates to and complements the student's program 
of studies . 

(c) Internship or practicum - An internship or practicum shall be required of students with no or limited 
experience in the work environment they are prepared to enter. Credit hours shall not exceed 6 semester 
hours (9 quart er hours). Credit shall not be awarded for work experience that occurred before che student 
entered the program or as part of current job. 

3-7-405. Enrollment. Enrollment muse be sufficient co support regularly schedu led and conducted classes and 
coursework. Doctorat e-level courses shall be offered and shall be based on appropriate prerequisites. 

3-7-500 - FA CULTY 

3-7-501. Preparation. The institution shall have an adequate and competent faculty working under condi tions chat 
encourage the best efforts of each individual. In judging competence of faculty, consideration shall be given to the 
academic preparation and experience of each instructor. 

3-7-502. Assignments. All doctoral degree courses shall be taught by faculty possessing doctoral or terminal profes
sional degrees, related to the courses taught, from accredited or government -recognized international institutions. 
These individuals also must demonstrate expertise in the field of study taught , possess applicable professional experi
ence for participating in a doctoral degree program, and maintain current professiona l certification in their discipline, 
where applicable . 
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Faculty shall be assigned in terms of their major and minor areas of academic preparation, related professional 

experience, and appropriate required professional certification to practice in the field. The size of the faculty shall be 
appropriate for the enrollment in the program. The institution shall demonstrate that faculty members are engaged in 

practical or scholarly research and are encouraged to publish in professional journals. 

3-7-503. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 

different preparations required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; academic advising, committee membership, and student guidance assigned; and the 

other administrative, research, publication, professional activities and/or scholarship, and community relations 
responsibilities of the instructor. 

3-7-504. Stability. The proportion of faculty employed on a full-time basis shall be sufficient to ensure sound 
direction and continuity of development for the educational programs . The institution shall demonstrate through 

outcomes and other measures that the proportion of full-time faculty and the faculty's average length of service co the 
institution allow the institution co meet its stated mission. The institution shall promote stability in che faculty 

through compensation, fringe benefits, professional growth opportunities, and other incentives. 

3-7-600 - ADM ISSIONS 

3-7-601. Enrollment Prerequisites . The threshold admission requirement to a doctorate degree program is, as 
appropriate, a bachelor's or master's degree earned from an appropriately accredited institution recognized by the U.S. 

Department of Education. A specific enrollment agreement must be established for the doctorate degree program. 

3-7-602. Evalua tion of Applicants . Institutions should use appropriate techniques to evaluate applicants and to 

determine whether they have the academic qualifications co successfully complete introductory doctoral-level course
work. 

Internacional students should have English skills to effectively communicate with faculty, staff, and ocher students. 
For non-English speaking students, a TOEFL score of 550 or an equivalent score on an internationally recognized 

test is required to enter a program offered at a U.S. located institution . 

3-7-603. Transfer of Credit. The institution shall make public its policies on transfer of credit, including a statement 
of the criteria established by the institution by which a determination is made with regard to accepting credits from 
another institution. If the prerequisites for admission to the doctorate program is a master's degree in the same field 

of study earned at an institution accredited by an agency recognized by the U.S. Department of Education, a maxi
mum of 36 semester hours, or 54 quarter hours, or their equivalent may be granted as transfer credits according to 

the policy established by the institution. In all other cases, no more than 20% for the doctorate degree may be 

transferred from another institution . Academic credit shall not be awarded for experiential learning activity . 

3-7-604. Conformance to Institutional Objectives. Admissions procedures, transfer policies, and requirements for 
graduation shall be consistent with the overall philosophy, mission, and objectives of the institution. 
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3-7-700 - LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

3-7-701. Staff. A professionally trained individual shall supervise and manage library and instructional resources, 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
their use. A professionally trained individual is one with special qualifica tions to aid students in research and who 
holds a M.L.S. degree or the equivalent, or, for foreign institutions, who holds a master's degree recognized as appro
priate for the position by its government or higher education authority. The institution must provide evidence that 
the degree is from an institution accredited by an agency recognized by the United States Department of Education. 
If the degree is from an institution outside of the United States, the institution must be recognized by its government 
as an institution of higher education or be evaluated by a member of the Association of International Credentials 
Evaluators (AICE) or the National Association of Credential Evaluation Services (NACES) to determine the 
equiva,l ency of the degree to degrees awarded by institution s in the United States. ACICS, if unable to determine 
qualifications, may require the translation and/or evaluation of transcripts in languages other than English. The 
professionally trained individual must participate in documented professional growth activities. 

There shall be a professionally train ed individual on duty for sufficient hours, as published by the institution, to 
support the programs and to assist students with library functions and research. This individual shall be competent 
both to use and to aid in the use of the library technologies and resources. 

3-7-702. Budget. An annual library budget , appropr iate to the size and scope of the institution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and ocher resource and reference materials. 

3-7-703. Function. The library function is shaped by the educational programs of the institution. Institutions 
offering doctorat e degree programs shall provide access to resources which enhance, support, and are inAuential to 
research activities conducted with regard to the field of study. 

These resources shall include bibliographic and monographic references, major professional and_scholarly journals 
and reference services, research and methodology materials, and, as appropriate, information techno logies. The depth 
and breadth of the accessible library holdings shall be such as to exceed the requirements of the student to encourage 
the intellectual development of students and co enrich the professional development of the faculty. 

Appropriate reference, research, and information resources must be made available to enhance, augment, and support 
the curricular and educat ional offerings and to enhanc e student learning. The resources shall include the study, 
reading, and information technology facilities necessary to make the educational programs effective. 

3-7-704. Use and Accessibility. Faculty are responsible for inspiring, motivating, and directing student usage of the 
library resources. The library's adequacy ultimately is determined by the extent to which physical and/or on-line, 
full-text resources support all the courses offered by the institution. For library resources, the Dewey Decimal System, 
Library of Congress classification system, or other appropriate system of classification shou ld be used. Records of 
physical and/or on-line circulation and inventory shall be current and accurate and must be maintained to assist staff 
and faculty in evaluating the adequacy and utilization of the holding s. 

Physical and/or on-line, full-text library materials and services must be available at times consistent with the typical 
student's schedule in both day and evening programs. If computer software is utilized , a sufficient number of termi
nals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be practical 
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and accessible and use must be documented. In determining the appropriateness of such agreements, consideration 
will be given co the uniqueness of the lending library's collection, provisions for interlibrary loans, and the degree of 
accessibility to the students. A college's library must contain, at a minimum, a core collection of physical and/or 
on-line reference materials appropriate for the offerings of the institution. 

3-7-705. Holdings. The library shall support the academic programs and the intellectual and cultural development of 
students, facu lty, and staff; shall provide current and appropriate resources for the size of the institution and the 
breadth of and enrollment in its educational programs; shall provide, when appropriate, physical and/or on-line, 
full-text data networks and retrieva l systems, CD -RO Ms, and interactive research systems; and shall be capab le of 
supporting scholarly research at the graduate level. 

3-7-706. Acquisitions. Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount of input emanating from the faculty. 

3-7-800 - PUBLICATIONS 

There shall be a separate section in the institution's catalog describing the doctorate degree program requirements, 
admissions procedures, transfer policies, gradua tion requirements, regulations, and course descriptions. 
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The following definitions are provided in order to assist imtitutions in understanding and interpreting the Accreditation Criteria. 
The definitions include some of the most commonly used terms and are defined to reflect their most common usage. These 
normative definitions drawn from no single source are offered by way of example rather than limitation. The Council recognizes 
the evolving and dynamic nature of American postsecondary education. ft has no intention of imposing rigid expectations. When 
an institution departs from these norms it may be called upon to defend the academic integrity of the questioned activity. 

Ability to Benefit. A determination made by the institution that, in the absence of a high school diploma or GED 
certificate, the student will be able to benefit, with or without remediation, from the program(s) offered at the institu
tion. The determination should be made before the person is financially obligated or enrolled in a program . 

Academic Probation . Students placed on academic probation are subject to increased scrutiny of their academic 
achievements due to a previous history of academic difficulty. The probation policy must define the conditions of 
probation, including how long a student may remain on probation and the requ irements for being removed from 
probation. The institution may establish additional policies as it desires. 

Academic Credential. A certificate, diploma, or degree stat ing that the student has been graduated from a certai n 
curr iculum or has passed certain subjects . 

Academic Year. A period of time generally divided into two semesters, three quarters, or the ir equivalent, in which a 
full-time student is expected to complete the coursework equivalent to at least two semesters, three quarters, or their 
equiva lent . 

Accreditation. The process whereby a nationally recognized agency or organ ization grants public recognit ion to a 
unit of an educational organization (such as a school, institute, college, university, or specialized program of study) 
indicating that it meets establ ished standards of quality as determined through initial and periodic self-study and 
evaluation by peers. The essential purpose of the accreditation process is to provide a professional judgment as to 
quality of the educational institution or program(s) offered and to encourage continual improvement thereof 

Achievement Test. A test which measures a student's existing skills and know ledge (that which has been taught to 
the student) in particular areas such as reading, math, map skills, grammar, etc. 

Additional Location. See Campus, Branch. 

Aptitude Test. Aptitude and its tests refer to the ability/potent ial to do schoo lwork in different areas such as me
chanics, art, clerical procedures, verba l, and numerical abil ity. (Important factors such as home environ ment, famil
iarity with the Eng lish language, and physical and psychological well-being at the time of the test all affect this kind 
of measure.) Aptitude tests often are timed, often are multiple choice, and are "normed" for cutoff score on a nation
wide sampling of students. 

Applied General Education . Applied general education is defined as courses that involve the application of prin 
ciples and concepts in communications, humanities and fine arts, mathematics, natural and physical sciences, social 
and behavioral sciences, and technology to the practical affairs of a specific occupation or occupational cluster. 
Applied general education courses enhance the ability of an individual to apply academic and occupational skills in 
the workplace. Examples of applied general education courses include technical writing, business writing, business 
statistics, business mathematics, organizational behavior, and human relations . 

Area of Concentration. In a degree program, the focus of study. Also known as the major. The requirements for the 
major or area of concentration are based upon clearly defined and articulated learning objectives, including a mastery 
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of the knowledge, methods, and theories pertinent to a particular area of inquiry, discipline, or field. General educa
tion and other courses not related to the major do not qualify as concentration coursework. 

Articulatio n. An understanding or agreement between institutions to accommodate the movement of students and 
the transfer of credits between institutions. 

Asynchronou s Interactions. Teaching/learning interactions between students and instructors which take place 
intermittently or non-simultaneously with a time delay. 

Audioco nferencing. Structured voice-only teaching/learning interaction among individuals or groups in two or more 
sites. 

Blended Cowse or Blended Learning . A course or learning activity that combines online and face-to-face, in-class 
sessions. Also called "hybrid" course or learning. 

Bulletin Board System (BBS) . A computer-based on line community which allows participants to interact with each 
other through text messages. 

Calendar. The system by which the institution structures its school (academic) year. The three common types of 
calendars are the semester, the quarter, and the trimester . The semester calendar is generally composed of two semes
ters of 15 to 17 weeks of classes each, including final exam inations. The quarter calendar is generally composed of 
three quarters, usually with 10 to 12 weeks of classes each, including final examinations. The summer quarter is 
sometimes subdivided into terms of shorter length. The trimester calendar is composed of three 15-week terms 
including final examinations. The third may be subdivided. 

Campus. All facilities where educational activities take place that are under the direct control of the on -site adminis 
tration. 

Campus, Branch. A branch campus is a location of an institution that is geographically apart and independe nt of the 
main campus of that institution, but under the same corporate structure as the main campus (i.e., part of the main 
campus corporation or a wholly owned subsidiary). The branch campus is permanent in nature, offers courses in 
educational programs leading to a degree, certificate, or other recognized educational credential, and has its own 
budget, faculty, administrative staff and supervisory organization. 

Campus, Main . A main campus is the primary location of an institution accredited by ACICS. This campus is 
expected to meet fully all applicable standards set forth in the Accreditation Criteria. (See Section 1-3- 101) 

Campus Additi on. See Learning Site 

Category Grant. An inst itutionally financed award to all students who qualify by meeting the published standards 
for a grant to similarly circumstanced students, such as a grant to active members of the military. 

Certificate . A document issued co evidence completion of a course, seminar, or an academic program . An academic 
program awarding a certificate is usually shorter in length than a program resulting in a diploma. See definition of a 
Diploma . 

Chat Room. An online or virtual meeting space for multip le learners to engage in real-time text-based discussions . 

Clock (or Contact) Ho ur. A minimum of 50 minutes of supervised or directed instruction and appropriate 
break(s) . 

Community Resow ces. Individuals, organizations, or businesses that provide information, guidance or support to 
an institution, such as professional and trade associations, employers, guest speakers, and advisory committees . 

78 ACICS Accreditation Criteria 



Glossary 

Competency-based Program. See also Direct Assessment Competency-based Programs. A competency-based 
program clearly defines the skills, knowledge and professional behavior ("soft skills") chat are required for a student or 
a graduate to perform at a level considered to be "competent" by practitioners and employers in the field. It focuses 
on direct, not indirect, assessment methods to measure student learning in lieu of in-class seat time, credit hours, or 
clock hours. It utilizes a robust curriculum development process and comprehensively specifies how qualified faculty 
and/or other eligible experts in the field would directly assess the achievement of required competencies and student 
learning . 

Competency Test . A test with pre-established standards to measure performance. An example would be a spelling 
component consisting of ten questions where a score of seven or more is passing. The cutoff "pass-fail" point is 
referred to as criterion referenced. Usually used for promotion or graduation purposes, these tests are not standardized 
nationally. 

Computer-Assisted Instruction (CAI). A type of self-paced instru ction that uses the computer as the primary 
medium for tutorials, drills, repetitive practice, simulation, or games. 

Connect Time. The amount of time that an online student has been logged on to the education provider's compurer 
or server for a particular session. The connect time may be used by a school t0 monit0r an online student's "atten
dance" and participation in a class session. 

Course. A single subject described in an institutional catalog or bulletin. 

Credit. (1) The quantitative measurement assigned to a course generally stated in semester hours, quarter hours, or 
clock hours. (2) The recognition awarded upon successful completion of coursework. 

Credit Conversion. The process of converting units of credit based on one kind of calendar to units based on 
another kind of calendar. For example, the three most common calendars convert as follows: quarter hours multiplied 
by two-thirds equal semester hours; semester hours multiplied by one and one-half equal quarter hours; and trimester 
hours are equal to semester hours unless the trimester is of less than 15 weeks' duration, in which case the number of 
weeks and length of class sessions must be considered. While the institution may present itself as credit-withou t-term, 
one of the three traditional calendars must be used. 

Credit How. A unit by which an institution may measure its course work. The number of credit hours assigned to a 
traditionally delivered course is usually defined by a combination of the number of hours per week in class, the 
number of hours per week in a laboratory, and/or the number of hours devoted to externship times the number of 
weeks in the term. One unit of credit is usually equ ivalent to, at a minimum, one hour of classroom study and 
outside preparation, two hours of laboratory experience, or three hours of externship, or a combination of the three 
times the number of weeks in the term. The number of credit hours assigned to a nontraditionally delivered course 
must be determined and justified by the institution and approved by the Council. 

Credit Hour, Quarter. The number of credit hours assigned to a traditionally delivered course consists of a mini
mum of 10 classroom lecture periods of not less than 50 minutes each and wh ich assumes outside reading and/or 
preparation; 20 laboratory clock hours where classroom theory is applied and explored, or manipulative skills are 
enhanced; 30 hours of external discipline-related work experience with indirect instructor supervision or employer 
assessment; or an appropriate combination of all three. The number of credit hours assigned to a nontradicionally 
delivered course must be determined and justified by the institution and approved by the Council. 

Credit Hour, Semester . The number of credit hours assigned to a traditionally delivered course consists of a mini
mum of 15 classroom lecture periods of not less than 50 minutes each and which assumes outside reading and/or 
preparation; 30 laboratory clock hours where classroom theory is applied and explored, or manipulative skills are 
enhanced; 45 hours of external discipline- related work experience with indirect instructor supervision or employer 
assessment; or an appropriate combination of all three. The number of credit hours assigned to a nontraditionally 
delivered course must be determined and justified by the institution and approved by the Council. 
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Credit Hour, Trimester. A minimum fifteen-week term. Trimester credits are equivalent to semester credits. 

Curriculu m . A program of courses fulfilling the requirements for a certificate, diploma, or degree in a particular field 
of study. (See definition of Program.) 

D egree. Credential awarded as official recognition for the successful completion of an academic program. 

D egree, Advanced. A degree beyond the bachelor 's degree (e.g., M.A., M.S., M .B.A., Ph .D.). 

D egree, Associa te. The academic credential granted upon successful completion of an educational program of 
generally two but less than four years of full-time equivalent college-level work including a minimum number of 
credits as specified under Sections 3-3-202 and 3-4-202 . 

D egree, Baccalaureate. The academic credential granted upon successful completion of an educational program of 
four years of full-time equivalent college-level work including a min imum number of credits as specified under 
Section 3-5-202 . 

D egree, First Professional. The first degree signifying completion of the minimum academic requirements for 
practice of a profession. A first professional degree is most commonly a bachelor's degree, but is sometimes a master's 
or doctorate (e.g., M.L.S ., J.D., M.D.). 

D egree, Graduate. (1) In general, any degree conferred by a graduate division or a graduate school of an institution 
of higher education. (2) More specifically, all advanced degrees, and also all first professional degrees which are 
conferred by graduate schools. 

D egree, Profession al Do ctorate. The degree signifying completion of the advanced academic requirements for practice 
of a profession. A professional doctorate degree is most commonly a practitioner-based degree beyond the master's 
degree level (i.e., J.D ., Ed.D., DFA, DBA, etc., but excluding the Ph.D.) . 

D egree, Specialized. The credential granted upon successful completion of an educational program of at least two 
academic years or equivalent of college-level work which includes an emphasis on occupational and technical course 
work. 

D iploma . A document issued co evidence successful completion of an academic program . A diploma is awarded for 
programs varying in length from only a few months to those lasting several years and awarding degrees. 

Direct Assessment Competency- based Program. A program that clearly defines the skills, knowledge and profes
sional behavior ("soft skills") that are required of a student or a graduate co perform at a level considered to be 
"competent" by practitioners and employers in the field. Only "direct" assessment of student learning and competen
cies are acceptable. Direct assessment measures must apply to the course competencies required for the program. 
Examples of "direct assessment" measures are as follows: acceptable scores on industry-recognized licensure or 
certification examinations; standardized tests; pre- and post-tests; examinations and quizzes; research projects; case 
study analysis; criterion -based rating scale or rubric scores; course-embedded questions; observation of clinical 
experience, internships, or field work; and capstone projects, theses, exhibits, or performances. (For a federal defini
tion and for Council standards, see Appendix H, Section 1). 

("Indirect assessment" measures of student learning, while deemed valuable for institutional program evaluation and 
enhancement, are not included in the consideration for approval of a competency-based program. Examples of 
indirect measures are: course evaluations; hours spent in classes or on out-of-class educational activities; graduate or 
employer satisfaction surveys; graduate placement races; student retention races; and student perception surveys.) 

D istance Education or Distance Learning. A structured educational situation in which the students and instructors 
are physically separated. Distance education supports regular and substantive interaction synchronously or asynchro
nously between instructor and learner, among learners, and between learners and learning resources through one or 
more interactive technologies. 
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Electronic Learning or £-learning. Refers to a wide range of methodologies used in the delivery of instructional 
content via Internet, satellite broadcast, interactive TY, CD-Rom, etc. 

Employer Satisfaction. The level of employer satisfaction is a required element of the Campus Effectiveness Plan (see 
Section 3-1-111 of the Accreditation Criteria). Employer satisfaction and the level of satisfaction are defined by the 
institution based upon information collected on a regular basis from employers who have, or might, hire graduates from 
the programs offered by the institution. Recommended information includes a survey oflocal employers as well as 
non-local employers who have hired graduates. Satisfaction questions should cover different aspects of career preparation 
in general (such as professionalism, founda tion al and soft skills) as well as specific skills in the particular field and the 
overall satisfaction of the employer with the preparation of graduates provided by the institution. 

Enrollment, Full-Time Equivalent. The equivalent number of full-time students at an established census date, 
equivalency being established by dividing the coral student credit hours by the assumed normal individual load of credit 
hours. 

Externship. A supervised practical experience that is the application of previously studied theory. Normally, three hours 
of work in a practical setting has the credit equivalency of one hour of classroom lecture. Under the supervision of a 
faculty member, a written agreement shall be developed that outl ines the arrangement between the institution and the 
externship site, includin g specific learning objectives, course requirements, and evaluation criteria . 

Face-to-Face or F2F. Refers co the traditional classroom teaching/learning environment . Also known as lnstrucror
led Training or ILT, on-ground training, or on-site training. 

Faculty Contact Hours. The total hours of scheduled instructional activity spent by instructional faculty as of a 
specific period of time. If a course meets three hours per week for 15 weeks, it yields 45 contact hours. 

Faculty Development. The activities by which faculty gain knowledge and skills ro enhance expertise in the specific 
area(s) of instruction or on new curriculum concepts, theories and techniques of instruction, and educational media . 
The institution must demonstrate that the balance between methodology training (in-service) and content knowledge 
enhancement (professional growth) is appropr iate for the individual faculty member. All activities must be document
ed . (See also "in-service training" and "professional growth") 

Financial Aid. Student financial assistance funded by state or federal programs and administered by the institution. 

Follow-up. The study of any group of students or former students of the institution who have shared a common 
experience to determine if patterns emerge in their subsequent actions or behavior which prove useful in understanding, 
counseling, and establishing policies for other students; for exan1ple, a study of the number of graduates who have 
entered graduate schools or a study of me number of graduates who have obtained employment . 

Four-Year Institution. (1) Literally, an institution of higher education offering four years of college-level work culmi
nating in a bachelor's degree. (2) In common usage, distinguished from a two-year institution, and characterized by 
offering four or more years of coursework normally creditable coward a bachelor's or higher degree or equ ivalent award. 
In add ition ro coursework normally creditable coward a bachelor's or higher degree, four-year institutions may also offer 
other types of instruction; e.g., courses in general and continuing education, short courses, occupational curriculums 
leading to an associate degree, etc. 

Full-Motion Video. Transmission of the complete action caking place at the originating site. 

General Education. Those areas of learning which are deemed to be the common experience of all "educated" persons 
and must include subject matter from the humanities; mathematics and the sciences; and me social sciences. 

General Education. Humanities. Courses in fields such as literature, philosophy, logic, foreign language, art, music, 
theater appreciation, and communications, includin g rheroric, composition, and speech; but excluding business com
munications and business writing. 
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General Education. Mathematics and the Sciences-Courses such as biology, chemistry, physics, geology, astronomy, 
and mathematics theory and analysis, including algebra, trigonometry, geometry, calculus, and other advanced math
ematics courses, but excluding business mathematics and basic computations. 

General Education. Social Sciences- Courses such as history, economics, political science, geography, sociology, 
anthropology, and general psychology, but excluding courses such as practical psychology, selling techniques, and social 
or business behavior. 

Graduate Satisfactio n Level. The level of graduate satisfaction is a required element of the Campus Effectiveness 
Plan (see Section 3-1-111 of the Accreditation Criteria). Graduate satisfaction and the level of satisfaction are defined 
by the institution based upon information collected on a regular basis from students who have graduated from the 
programs offered by the institution . Recommended information includes the results of survey of graduates who left 
the institution at least six months prior to being contacted. Satisfaction questions should cover different aspects of the 
program and the institution as well as overall satisfaction of the graduate with the preparation for the position 
provided by the institution. 

Graduatio n Rates (when available). ACICS is developing a measure of graduation rates that is comprehensive and 
applicable at the program, campus, and institution level. Once the measure has been implemented through the 
Campus Accountability Report and validated, the graduation rate will be a required element of the Campus Effective
ness Plan (see Section 3-1-111 of the Accreditation Criteria). The comprehensive graduation rate is defined by 
ACICS in terms of the number of students who have completed or graduated during a reporting year, divided by the 
number of completers and graduates plus the number of students who have withdrawn, and expressed as a percent. 
The graduation rate, also called the graduates-co-leavers ratio, is calculated at both the program and campus levels, 
based upon data submitted for the annual Campus Accountability Report (CAR) and according co the detailed 
formula and terms defined in the Guidelines and Instructions for the Campus Accountability Report, which is 
available on the ACICS website. The detailed formula includes definitions, adjustments, and exclusions for calculat
ing completers, graduates and withdrawals. 

Hom e Institut ion. In a case where an institution collaborates with another entity for the delivery of distance educa
tion courses, "home institution" is the campus through which the student enrolls for the course. The Home Inst itu
tion is responsible for assuring that accrediting standards are met, for providing on-campus services, and for clearly 
demonstrating through a formal Consortium Agreement the roles and responsibilities of the Home Institution and 
the Host Institution, which may deliver the distance education courses and specified online services. The Consor 
tium Agreement must be approved by ACICS and must provide for evaluation visits co the Host Institution as may 
be required by ACICS. 

ACICS expects the Home Institution to offer more than 50% of a program if courses are delivered under a distance 
education Consortium Agreement with an approved accredited institution, and to offer a minimum of 75% of a 
program if courses are delivered under a distance education Consortium Agreement with an approved unaccredited 
entity. 

Host Institut ion. The institution which collaborates with an accredited institution in delivering distance education 
courses and specific online services as described in a formal Consortium Agreement approved by ACICS. The 
Consortium Agreement must provide for evaluation visits to the Host Institution as may be required by ACICS. 

If the Host Institution is an approved unaccredited entity, it is subject co an evaluation visit once every three years as 
required by ACICS . 

Humanities. See General Education (Humanities). 

Hybrid Course or Hybrid Program. A hybrid course is one which mixes face-co-face, traditional classroom 
instruction with online instruction . A hybrid program is one which offers or requires a percentage of the required 
courses in a program online. ACICS requires the school to clearly outline the percentage of online activity included 
in a course or a program . Institutions are required to apply for and secure approval prior to initiating any distance 
education activity and also when it increases its distance education activity to the extent that it constitutes 50% or 
more of a program . 
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In-Service Training. Special planned and systematic experiences sponsored by an institution and related to curriculum 
and instruction that affect the majority of the faculty in a collective fashion. In-service education has as its major goal 
the updating of teachers in (1) subject matter, (2) curr iculum concepts, (3) new theories and techniques of instruction, 
and (4) new educational media. The most common activity is a lecture by an outside speaker on a subject related to 
curriculum, the institution, or a societal issue. 

Independent Study. Independent study involves a high level of independence and self-direction on the part of the 
student to read, conduct research, and comp lete written examinations, reports, research papers, and similar assignments 
designed to measure the student's grasp of the subject matter. Under the supervision of a faculty member, a learning 
contract signed by the student and institution shall be developed which outlines specific learning objectives, texts, 
supplemental readings, course requirements, evaluative criteria, and examination dates. Because independent study 
classes are the exception and not the rule, the number of courses chat a student will be allowed to take independently 
should be limited. 

Information Technology . Method or modes of delivering training, education, or research information via current or 
new tele-communications technologies, such as television broadcasts, closed circuit television systems, cable television, 
satellite transmissions, computers and computer-based access to external learning resources, videotape and interactive 
video disc, audio by disc, tapes or broadcasts, and ocher such information and telecommunications systems that alone or 
in combination assist in teaching and learning. 

Institution. A main campus and any branch campuses of chat main campus. As an institutional accreditor, ACICS 
accredits institutions as a whole and does not separately accredit individual campuses or programs. (See Title I, 
Chapter 3, Introduction) 

Institution, Single Campus. An institution that provides educational programs at one main, free-standing campus. 
(See Sections 1-3-201 and 2-2-201) 

Institution, Multiple Campus. An institution that provides educational programs at one main campus and one or 
more branch campuses. (See Section 1-3-202) 

Institution, Distributed Enterprise. An institution that provides educational programs at multiple locations 
operating within the context of a well-established and highly centralized administrative system . (See Section 1-3-203) 

Integrated Learning System or ILS. A network system that provides a complete package of curriculum, assessment 
capabilities, record keeping, and other aids to monitor and manage student learning activity. 

Internship . See Externship. 

Laboratory. A sett ing, usually with equipment, where students apply knowledge or instruction acqu ired in another 
setting, usually a class lecture or outside reading, to enhance skills and solve problems. Normally, two hours of work in a 
laboratory setting with an instructor present has the credit equivalency of one hour of classroom lecture. 

Learning Management System or LMS. A system to manage courses created by a variety of publishers and provid
ers. The LMS also helps the schoo l manage on line or distance education activity by providing critical reporting 
mechanisms. 

Learning Object. An e-learning content module which is reusable, easily classified and stored in a data repository. 

Learning Site. A learning site is a classroom extension of a main can1pus or branch campus that is apart from the 
managing location and is capable of provid ing sufficient academic and administrative oversight, providing access to 
all student services and instructional resources and maintaining academic quality. Learning sites used for delivery of 
distance education activity or collaborative arrangements with other ent ities for specific on-site educational activity 
must be approved by the Council on a case by case basis and are subject to a quality assurance visit as specified by the 
Council. 
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Lecture. A setting, usually a classroom, where a teacher instructs students in the theory, principles, or history of an 
academic or vocational subject. To maximally benefit from such instruction, a student is assumed to have done outside 
preparation. Two hours of preparation for each hour of lecture instruction are generally assumed. 

Loan. An advance of money, generally evidenced by a promissory note , on the agreement tO repay absolutely such 
advance, with or without interest. 

Lower-Division Course. Generally, a survey course that includes an introductory overview of a particular area of 
knowledge. These courses often do not include a prerequisite for enro llment and frequently are offered to freshmen
and sophomore -level students . Lower-division courses usually carry course numbers in the 100-2 99 or 1000-2999 
range. 

Mathematics and the Sciences. See General Education (Mathematics and the Sciences). 

Need-based Grant. An institutionally financed award to a student who demonstrates a need for financial assistance in 
order to participate in the educational program. Need-based grants must be made available tO all students on the 
same terms. 

Online Learning. A term used interchangeably with Internet-based Learning, Web-based Learning , or Distance 
Learning. 

Outcomes. The effectiveness of an institution is determined by its outcomes. In determining effectiveness, institu
tions are required tO evaluate the following outcomes: placement rates (in field, related field); graduate pass rates 
relative to minimum quantitative standards for state licensing examinat ions; employer satisfaction as determined by 
periodic surveys of those who employ graduates; graduate satisfaction as determined by periodic surveys of graduates; 
and student satisfaction as determined by per iodic surveys of current stud ents. Institutions also may use additiona l 
outcomes in evaluat ing effectiveness. 

Placement Rate. The placement rate is a required element of the Campus Effectiveness Plan (see Section 3-1-11 1 of the 
Accreditation Criteria) . The Placement Rate is defined by ACICS in terms of the total number of completers and 
graduates minus those who are not placed (employed) in their field of study or a related field of study, divided by the 
rota! number of completers and graduates. The placement rate is calculated at both the program and campus levels, 
based upon data submitted for the annual Campus Accountability Report (CAR) and according to the detailed formula 
and terms defined in the Guidelines and Instructions for the Campus Accountability Report, which is available on the 
ACICS website. The detailed formula includes definitions of in field and related field placement, adjustments, and 
exclusions for students not available for placement. Three years of placement rate data are required in the CEP, and the 
institution is required to define and publish goals for placement rates. ACICS also publishes standards for campus-level 
and program-level placement rates which accredited institutions are expected to meet or exceed. Institutions falling 
below Council standards are subject co planning requirements , moniroring , show cause directives or negative action 
including loss of program approval, campus inclusion or institutional accreditation. 

Practicum . See Externship . 

Professional Growth. The process by which employees gain knowledge and skills which enhance their expertise . 
Professional growth may be accomplished through a combination of the following activities : membership and 
participation in educational associations, professional organizations, continuance of education , concurrent related 
business experience, educat ional research, and awareness of current practices and standards . 

Attendance at seminars, conventions, field visits, vendor shows, equipment exhibits, etc., are excellent opportunities 
for instructors to gain enrichment. Professional writing by an instructor is also an example of professional growth . 

Program. A sequential grouping of courses which forms a considerable part, or all, of the requirements for an 
academic credential or an occupational objective . May refer to the total educational offering of an institution. See 
Curriculum. 
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Record, Permanent Academic. The official document on which is listed the courses attempted, grades and credit 
earned, and status achieved by a student. 

Record, Student. A file which may contain the following: a record of the student's scholastic progress, the extracur
ricular activities, personal characteristics and experiences, family background, secondary school background, apti
tudes, interests, counseling notes, etc. 

Refund. Return of money, cancellation of obligat ion, or otherwise resolution of the debt. 

Regular student. A student who is enrolled in a program leading to a certificate, diploma, or degree at an institution 
and is satisfactor ily progressing toward program complet ion in compliance with the Standards of Satisfactory Progress 
as stated in Sections 3-1-420 through 3-1-423. Any other student attending the institution is considered in an 
extended enrollment status and is not eligible for government student aid. 

Retention Rate. The retention rate is a required element of the Campus Effectiveness Plan (see Section 3-1-111 of 
the Accreditation Criteria) . The Retention Rate is defined by ACICS in terms of the coca! student enrollment , minus 
chose students who withdraw, divided by the coca! student enrollment and expressed as a percent. The retention rate 
is calculated at both the program and campus levels, based upon data subm itted for the annual Campus Accountabi l
ity Report (CAR) and according to the detailed formula and terms defined in the Guidelines and Instructions for the 
Campus Accountability Report, wh ich is available on the ACICS website. The detailed formula includes definitions 
adjustments, and exclusions for calculating total enrollment and withdrawals. Three years of retention rate data are 
required in the CEP, and the institution is required to define and publish goals for retention rates. ACICS also 
publishes standards for campus-level and program-level retention rates which accredited institutions are expected to 

meet or exceed. Institutions falling below Council standards are subject co planning requirements, monitoring, show 
cause directives or negative action including loss of program approval, campus inclusion, or institutional accredita
tion. 

Scalability. Provisions available for a computer application to handle expansions in size, volume, or number of users 
without undue disruption . 

Self-paced Instruction . An educational delivery method by which a student progresses through a course or program 
of study in residence utilizing either computer software or instructional materials and resources. Students progress 
through the course or program at their own pace with limited interaction with the instructor. The instructor, how
ever, is responsible for overseeing the progress of the student and for evaluating and grading the student . 

Scholarship. (1) The quality of a student's achievement in the student's studies . (2) A financial award which does not 
involve repayment . A scholarship may be institutionally financed or funded by a third party. It is awarded by the 
institution in accordance with published standards which describe student qualifications and the source of funding. 
Reasons for the award may includ e one or more qualifications such as the student's performance (or pote nt ial for 
performance) in the educat ional program of the institution , financial need, talents sought or service valued by the 
institu tion or the third party. 

Simulations. Computer applications that offer highly interactive options for the learner to practice skills, model, or 
role-play in realistic scenarios. 

Social Sciences. See General Education (Social Sciences). 

Student, Full-Time. A student who is enrolled in a minimum of 12 credit hours per term or its equivalent . 

Student Leaming Outcomes. Concise measurable statements of direct and indirect learning outcomes with 
assessments that specify what students will know, be able to do, or demonstrate as a result of a specific, planned 
education experience. Outcomes are expressed as measurable knowledge, skills, abilities, or attitudes . 

D irect and Indire ct Assessment of Learning Outcomes. See Direct Assessment Competency-based Programs for 
examples. 
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Syllabus. A description of how the course will be taught with a planned arrangement of materials and activities. The 
minimum requirements for a course syllabus consist of the title and course description, course number, course prereq
uisites and/or corequisites, instructional contact hours/credits, learni ng objectives, instructional materials and refer
ences, topical outline of the course, instructional methods, out-of-class learning activities and assignments, assessment 
criteria, method of evaluating students, and the dace the syllabus was last reviewed. A course syllabus should be 
reviewed co ensure chat it reflects the most recent trends, developments, and instructional materials for the specific 
subject areas. A current syllabus prepared and utilized by instructors in guiding and directing the learning experience 
of the students is necessary to ensure the quality of instruction. 

Synchr onous Interactions. Teaching/learning interactions between instructors and students which cake place in real 
time or simultaneously through the use of various online technologies. These may include : virtual classrooms, audio
or videoconferencing, Internet teleconferences, etc . 

Term. (1) A calendar unit. (2) Division of the school year during which an educational institution is in session; it 
may designate the summer term or may be used as a synonym for quarter, school term, semester, or trimester. 
Historically, a term has been any one of the two or three major periods during which classes were in session, specifi
cally referred to as the fall term, spring term, etc . 

Terminal D egree. The highest credential generally available in a discipline, which usually is an earned doctorate such 
as Ph.D ., Ed .D ., J .D., or D .B.A. In some disciplines, however, the master's degree is considered the terminal degree. 
Examples include the M.F.A., M.S.W, and M .L.S. 

Threaded D iscussions. Online classroom activity in which the instructor may post a series of messages on a particu
lar topic and invite the students to participate in the discussion forum . 

Transcript. A copy of the permanent academic (educational) record at an institution of higher education. le becomes 
an official transcript when the seal of the institution is affixed and the signature of an authorized person is appended . 

Two-Year Instituti on. (1) Literally, an institution of higher education offering the first two years of college-level 
coursework. (2) In common usage a two-year institution is distinguished from a four-year institution and is charac
terized by offering at least two, but less than four, years of an organized curriculum . The curriculum may be of the 
transfer type (with credits normally transferable at full value toward a bachelor's degree), terminal-occupational, or 
open-ended. Two-year institutions include junior colleges, technical institutes, and semi-professional schools. In 
addition to organized curriculums, two-year institutions also may offer other types of instruction, e.g., courses in 
general education and adult education, short courses, and special lectures. 

Upper-Di vision Course. Generally, a course that presents more specialized course content and is more rigorous than 
a lower-division course, and tha t often includes at least one prerequisite . Upper-division courses usually carry course 
numbers in the 300-499 or 3000-4999 range. 

Validated Test. A nationally recognized, standardized or industry-developed test which consistently measures what it 
is designed to measure, e.g., abil ity of non-high schoo l gradua tes to benefit from post-secondary education . 

Videoco nferencing . A teaching/learning activity which uses video and audio signals to communicate with student 
groups at diverse locations . 

Webinar. A synchronous online conference in which the teacher or presenter may communicate with students via 
text, audio, video, electronic whiteboard and other devices . The event may include listener participation and archived 
for asynchronous delivery. 

With drawal. The termination of a student's attendance in a class or in all classes before the end of the term . 
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BYLAWS 

ARTICLE I 
General Provisions and Definitions 

Section I - Name. The name of the corporation shall be the Accrediting Council for Independent Colleges and 
Schools, wh ich corporation also is referred to herein as "ACICS" or "the Corporatio n". 

Section 2-Board of Directors. The governance and administration of the affairs of the Corporation shall be vested in a 
Board of Directors (sometimes referred to herein as the "Board") . The Board shall be const itut ed as provided in 
Article II. 

Section 3 - Council The Council shall consist of elected and appointed commissioners. 

Section 4-Recognition. ACICS shall be the body holdin g recognition from the U.S. Secretary of Education and any 
other appropriate recognition bodies. 

Section 5 - Directors. Directors are those persons serving on the Board of Directors. 

Section 6-Commissioners . Commiss ioners are those persons elected by their peers or appointed by the Counc il to 
serve designated terms on the Council. 

Section 7 - Public Representatives. Representatives of the public are persons who are interested in career education; have 
knowledge or experience useful to the accreditation process; are willing to contribute opinion, advice, and expertise to 
the endeavors of ACICS and the Council; and are not (1) employed or formerly employed by an institution or 
program that either is accredited by the agency or has app lied for accreditation or (2) associated as members of the 
governing board, owners, shareholders, consultants or in some other similar capacity with an institution or program 
that either is accredited by the agency or has applied for accreditation; or (3) a member of any related, associated, or 
affiliated trade association or membership organization; or (4) a spouse, parent, child or sibling of an individual 
identified in paragraph (1), (2) or (3) of this definition. 

Section 8 - Membership. Membership shall be institutional or organizational in nature and shall consist of accredited 
colleges, postsecondary schools, branchess, and other enti ties, all as defined in the Accreditation Criter ia of ACICS . 

Section 9 - Ojfices. The main offices of ACICS shaJI be in the Washington, D.C., metropolitan area. ACICS may have 
other temporary or permanent offices to facilitate its work. The office of the Corporation's registered agent shall be an 
office of ACICS. 

Section I 0 - President. The President of the Accrediting Council for Independent Colleges and Schools shall be 
designated by the Board of Directors and shall be ACICS's chief executive officer. 
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Section I -Composition. The Board of Direccors shall be composed of the commissioners and the President. The 
President shall serve ex officio as a member of the Board and shall have no vote. 

Section 2 -Powers and Duties. Except as otherwise provided by law or in these Bylaws, the Board of Directors shall 
have the right and responsibility to manage and direct the affairs and exercise the powers of the Corporation. Respon
sibilities of the Board shall be to: 

(a) provide for an annual certified audit and management letter regarding all financial affairs of ACICS; 

(b) develop and approve an annual budget; 

(c) oversee revenues, expenditures, and investments; 

(d) monitor and coordinate external affairs, including government and consumer concerns; 

(e) assure canons of ethical business operations and personal conduct; 

(f) employ a chief executive officer whose title shall be President; 

(g) conduct an annual meeting of the membership of ACICS; 

(h) facilitate communication and coordination among the commissioners; 

(i) coordinate strategic planning, assess the effectiveness of the strategic plan, and take final action on the 
strategic plan; 

(j) assess the effectiveness of ACICS in fulfilling its mission and meeting its goals and objectives; 

(k) take all actions necessary to perform required functions of the Corporation; and 

(I) amend the Bylaws as provided for herein. 

Section 3 - 0.fficers of the Board and officers of the Council. The officers of the Board of Directors shall be: Chair; 
Chair-elect; Secretary, by virtue of service as President; and Treasurer. The officers of the Council shall be: Chair and 
Chair-elect . 

(a) Chair. The Chair of the Council shall serve also as the Chair of the Board of Directors. The Chair shall 
preside over all meetings of the Board and of the Council and is responsible for seeing that policies 
established and actions taken by those bodies are carried out. The Chair will represent the Board and the 
Council in their dealings with governmental bodies, the press, and the public, and may sign or approve 
correspondence and other instruments . 

(b) Chair-elect. The Chair-elect of the Council shall serve also as Chair-elect of the Board. The Chair-elect 
assumes responsibilities as delegated by the Board; in the absence of the Chair, shall serve as Chair of the 
Board and of the Council; serves as Chair of the Nominating Committee; and shall serve as Chair of the 
Board and Council in the subsequent year. 

(c) Secretary. The President shall serve as the Secretary of the Board. The Secretary is responsible for preparing 
and maintaining custody of the minutes of all meetings of members, the Board, and the Council for the 
purpose of authenticating the records of the Corporation for each, for giving all notices required in 
accordance with these Bylaws, for receiving service in legal matters, and for performing all duties 
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customary t0 the office of Secretary. The Secretary shall have custody of the corporate seal and authority to 
affix the seal to any instrument requiring it. 

(d) Treasurer. The Treasurer shall be a Direct0r and shall be elected by majority vote of the Directors present 
and voting at a duly constituted meeting of the Board. The Treasurer shall keep or cause tO be kept 

complete and accurate accounts of receipts and disbursements and shall direct the President tO ensure 

deposit of all moneys and ocher valuable property of the Corporation in such banks or depositories as the 
Board may designate. The funds, books, and vouchers under supervision of the Treasurer or other 

delegated persons, with the exception of confidential reporcs submitted by the members, shall at all times 
be subject to verification and inspection by the Board. The Treasurer shall serve on the Audit and 
Investment Committees of the Board of Direcrors. The Treasurer shal l, at the annual meeting of members 

or by direct mail, report on the financial condition of the Corporation at least once annually. 

(e) Additional Officers. The Board may create positions of Assistant Treasurer and Assistant Secretary as 
necessary for the orderly conduct of business. When so authorized, the President shall appoint individuals 

from the professional staff to fill such offices and may assign appropriate duties to them. The President 

shall be responsible for filling all vacancies occurring in these positions. 

(f) Terms. Except as otherwise provided in these Bylaws, officers of the Board or the Council shall serve in 

office for one (1) year or until election of a successor or, if ex officio, as long as they hold the position 
which encicles chem to serve as an officer of the Board or Council. 

ARTICLE III 
Council 

Section I - Composition. The Council shall consist of the elected and appointed commissioners generally representing 

member institutions, appointed commissioners -at -large, who are unaffi liated with a member institution and public 
representatives formerly employed at a public institution. It shall comprise fifteen (15) commissioners, at least five (5) 

of whom shal l be elected by the membership and the balance of whom sha ll be appointed by the Council, and it shall 
include at least two academic representatives and at least two administrative representatives. Academic representative 

is defined as someone currently or recently directly engaged in a significant manner in postsecondary teaching and/or 
research. Administrative representative is defined as someone currencly or recently directly engaged in a significant 

manner in postsecondary institutional or programmatic administration . At least three of the appointed commission 
ers shall be public representatives. Notwithstanding the foregoing, an elected commissioner may be replaced by an 

appointed commissioner for the remainder of the elected commissioner's term in the event of a vacancy. 

Section 2 - Powers and Duties. Responsibilities of the Council shall be to: 

(a) promulgate standards of accreditation and estab lish eligibility conditions, policies, and procedures for 
accreditation; 

(b) take final action on initial grants of accreditation; 

(c) take final action on denial, suspension, and withdrawa l motions; 

(d) provide mechanisms for appeals and dispute resolution to ensure due process in resolution of conflicts 
between members and the Council; 

(e) provide to members appropriate accreditation-related services such as consultation, accreditation process 

workshops, and training opportunities for evaluat0rs; 

(f) disseminate information on standards, procedures, and activities; 
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(g) monicor compliance with the standards; 

(h) receive and act on other applications; 

(i) issue show-cause directives and place institutions on probation; 

(j) serve as liaison to recognition agencies or bodies; 

(k) issue a list of accredited colleges, schools, and organizations; 

(I) assess and collect fees from members; 

(m) cake final action on the strategic plan; and 

(n) exercise other powers and duties incidental co the foregoing. 

ACICS Bylaws 

Section 3 - Chair and Chair-elect. The Chair of the Counci l shall be the Cha ir-elect from the previous year. The 
Council shall elect the Chair-elect of the Council, who will become Chair in the subsequent year, annually by 
majority vote of the commiss ioners present and voting at a duly const ituted meeting of the Counci l. 

ARTICLEN 
Elections, Terms, Vacancies, Removal, Resignations, and Compensation 

Section I -Elections. Elections shall be held annually, in years when elected positions must be filled, for the selection 
of persons each of whom shall serve as elected commissioners on the Counc il and the Board. No person shall serve as 
a member of the Council and not of the Board, nor shall any person other than the President serve as a member of 
the Board and not of the Council. 

Section 2-Eligibility far Election and Voting. Any person employed by a member institution in good standing and 
meeting ocher eligibility criteria is eligible co run for Council and Board membersh ip. Each main and branch campus 
is entitled to one Designated Delegate who is authorized to vote in all elections on behalf of that member institution 
as well as, in all other matters requiring a vote of the members. Appo intm ent of the Designated Delegate is made by 
the chief executive officer of the institution by notice in writing to ACICS. Multiple campuses under common 
ownership may be represented by one designated delegate, who shall be empowered to cast votes on behalf of each 
campus. Changes of Designa ted Delegate shall be made in writing at lease fifteen (15) days prior to the dat e of any 
scheduled election, which becomes the record date for determining eligibility to vote . Results of elections shall be 
certified by the Executive Committee. 

Section 3 - Voting Procedures. Specific election procedures concerning candidate qualifications, deadlines for registra
tion, dat es and methods of balloting and absentee balloting shall be developed by the Board and may vary from 
election to election . Electronic voting, properly secured, shall be allowed. The following general procedures shall 
apply to all voting: 

(a) there shall be at least two candidates nominated for each elective position by the Nominating Committee; 

(b) nominations by petition for each elective position will be permitted if such petition (i) is received at least 
45 days prior to the date of the election, (ii) contains the names and signatures of Designated Delegates 
representing at least ten percent of the institutions chat are members of ACICS, (iii) demonstrates chat the 
petit ioner satisfies the eligibility requirement s contained in Section 2 of this Article , and (iv) meets any 
ocher procedural requirem ents which may be established by the Board; 

(c) every member, if properly registered and current with financial obligations, shall have the opportunity to 
vote; 
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(d) proxy voting is not permitted in elections; 

(e) no more than one person from any institution or group of institu tions commonly owned, may serve at 
any one time on the Council; 

(f) voting on behalf of multiple members under common ownership and control by one Designated Delegate 
may be permitted on membership-wide matters. The multiple members represented by one Designated 
Delegate must be recorded with the Secretary prior to the vote, and the multiple members represented by 
a single Designated Delegate shall count toward a quorum; 

(g) only the Designated Delegate of each member is eligible to vote; 

(h) voting shall be by secret ballot, which includes secure electronic balloting; 

(i) a majority vote, unless otherwise provided by these Bylaws, shall decide all non-candidate matters; and 

(j) a plurality vote shall decide all candidate elections. 

Section 4-Assumption of Office. New commissioners shall assume office on January 1 of the calendar year following 
election or appointment, unless otherwise provided for by the Council. Incum bent commissioners will remain in 
office until new commissioners are seated. 

Section 5 - Terms. Term of service as a commissioner shall be five years. A person elected or appointed to fill a term of 
less than two and one-ha lf years is entitled to apply for nomination and election or appointment to a full term. Upon 
completion of a commissioner's term, the commissioner shall not be eligible to serve another full term through 
election or appointment until three (3) years have elapsed. However, a commissioner appoi ntm ent to complete a 
vacated term, in full or part, is not subject to the three-year (3) waiting period . A commissioner who is elected to the 
Office of Chair -Elect in the final year of that commissioner's term shall have that term extended for one year to allow 
service as the Chair of the Council to be fulfilled. If nominated, public representatives may serve one additional 
appointment without the three-year waiting period. 

Section 6 - Vtzcancies. Where a vacancy exists, the Nominating Committee shall review and make recommendations to 
the Council for its consideration. 

Section 7 -R esignatiom. Resignation from service as a commissioner and D irector may be voluntarily tendered at any 
time. The resignation becomes effective upon receipt of written notice by the Chair of the Board and Counc il or the 
President. Automatic tendering of resignation is required under the following circumstances or conditions: 

(a) denial, suspension, or revocation of accreditation at the institution with which affiliated; 

(b) cessation or announced cessation of operations at such institution; 

(c) filing for reorganization or bankruptcy by such institution or its parent corporation; 

(d) debarment by the U.S. Department of Education from employment at any institution participating in 
federal student funding programs; 

(e) indictment for a criminal offense; 

(f) change of control or ownership at the institution with which affiliated; 

(g) failure of such institution to meet its financial obligations to ACICS which results in loss of membership; 

(h) change in employment status (other than internal); and 

(i) change in Designated Delegate status. 
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Not all of the foregoing necessarily will result in acceptance of resignation but must be considered by the Council 
before service can continue. 

Section 8 - Removal. A commissioner may also be removed by not less than a two-thirds (2/3) vote of the Council for 
breach of any code, canons, or tenets of ethics formally adopted pursuant to these Bylaws. 

Section 9 - Compensation. Commissioners shall serve without compensation. Public representatives shall receive 
honoraria for service in such amounts as the Board shall fix. Commissioners, as well as members of committees, if so 
provided in advance, shall be reimbursed for expenses incurred in performance of authorized duties. 

ARTICLEV 
Commi ttee s 

Section ] - Standing Committees of the Council. There shall be the following standing committees of the Council : 

(a) Nominating Committee. The Nominating Committee shall be responsible for the screening of nominees 
and the selection of candidates for election as commissioners. It also shall identify persons qualified to be 
appointed as commissioners and recommend them to the Council for appointment. The Nominating 
Committee shall seek to maintain a Council that is generally representative of the types of member 
institutions. 

(1) Composition. The Nominating Committee shall be appointed by the Chair of the Council and shall 
consist of five (5) members, at least four (4) of whom are current commissioners. Members 
representing both nondegree and degree granting institutions are encouraged. There shall be two (2) 
representatives from the Executive Committee of the Board of Directors and one (1) person from 
an ACICS -accredited institution who may or may not be a member of the Council. The Chair-elect 
of the Council and Board automatically serves as the Chair of the Nominating Committee. 

(2) Procedures. The membership of ACICS shall be notified of the compos ition of the committee and 
invited to submit to it names of qualified nominees. The committee in its selection of candidates 
shall be mindful of diversity of programs, size and types of institutions , and geographic 
representation. It shall develop and publish eligibility criteria, permissible campaign practices by 
candidates, and any special voting procedures. Interviews of nominees by the committee are 
permitted. 

(b) Business Practices Committee. The Business Practices Committee shall consist of commissioners appointed 
by the Chair of the Council and Board. The mission of the committee is to identify and promote quality 
business practices of career colleges and schools, to ensure integrity and ethical relations, and to foster 
cooperation among institutions on behalf of students and others served. 

(c) Education Enhancement and Evaluation Committee. The Education Enhancement and Evaluation 
Committee shall consist of commissioners appointed by the Chair of the Council and Board. The mission 
of the committee is to establish standards for educational quality that assist institution s in mission 
fulfillment, program planning and development, institutional evaluation activities, and successful 
educational outcomes. 

(d) Financial Review Committee. The Financial Review Committee shall consist of commissioners appointed 
by the Chair of the Council and Board. The mission of the committee is to monitor the financial stability 
of accredited institutions in order to ensure they maintain sufficient financial resources to deliver a quality 
education to their students. 
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(e) Institutional Effectiveness Committee. The Institutional Effectiveness Committee shall consist of 
commissioners appointed by the Chair of the Council and Board. The mission of the committee is to 
assist institutions in the improvement of their outcomes by establishing and assessing criteria for 
institutional effectiveness. In order to assist ACICS-accrediced institutions to meet established standards, 
the committee shall review Campus Accountability Reports, Institut ional Effectiveness Plans, and 
institutional outcomes and measurements. 

Section 2 - Standing Committees of the Board of Directors. There shall be the following standing committees of the 
Board: 

(a) Executive Committee. The Executive Committee shall consist of the Chair of the Board of Directors, who 
shall serve as Chair of the Executive Committee; the Chair-elect of the Board, who shall serve as Chair of 
the Executive Committee in the absence of the Chair of the Board; the Secretary; the Treasurer; and two 
additional Directors elected annually by majority vote of the Board. The Executive Committee acts on 
behalf of the Board and/or Council during the periods between Board and Counci l meetings. Accurate 
minutes of each Executive Committee meeting shall be maintained and shall be provided to the Board of 
Directors and/or Council at the next subsequent meeting of the Board of Directors or the Counci l. The 
Executive Committee's responsibilities shall be: between meetings of the Board and/or Council, act on 
issues requiring the timely attention of the Board or Counci l and assume such ocher duties as the Board of 
Directors or Council may from time to time delegate to the Executive Committee . 

(b) Audit Committee. The Audit Committee shall consist of a minimum of three members of the Board, 
including the Treasurer, as well as such other members as the Chair appoints. The committee shall work 
with the President to ensure an annual certified audit of the organization's financial activities is completed, 
chat the findings of the audit are reviewed, and that actions are taken to address recommendations and 
areas of concern identified as part of the audit process. 

(c) Investment Committee. The Investment Committee shall consist of the President, a minimum of three 
ocher members of the Board, including the Treasurer, and such other members as the Chair appoints . The 
Investment Committee shall work with the President to provide oversight of ACICS's investment funds. 
The Investment Committee shall select investment advisors, develop an investment plan, and review 
investment reports at lease annually. 

(d) Governance Committee. The Governance Committee shall consist of commissioners appointed by the 
Chair of che Council and Board. The mission of che committee is to ensure chat ACICS operates within 
the construct of the Bylaws. The committee will evaluate and make recommendations for modifications to 
the Bylaws in response ro proposed changes in standards or operational policies at ACICS . 

Section 3 - 0ther Committees. The Board of Directors may establish and appoint members to other ad hoc committees 
as deemed necessary. 

AR TICLE VI 
Membership , Fees, Meetings 

Section I -Gaining Membership. Membership in ACICS is voluntary and can only be obtained through accreditation. 
Members shall be institut ions or organizations which provide education or training as heretofore defined . Each main 
or branch campus is entitled to all of the rights and privileges and assumes all of the obligations of membership as 
provided in these Bylaws. The term of membership shall be coexistent with accreditation. 
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Section 2-Loss of Membership. Any member that ceases tO be accredited by ACICS shall automatically, and without 
the necessity for further action, be deemed to be removed from membership. Members may voluntarily resign, which 
also results in loss of accreditation. All obligations owed tO ACICS , including payment of fees, shall be fulfilled prior 
to resignation. The loss of accreditation shall be retroactive to the date that all outstanding obligations had previously 
been fulfilled. 

Section 3 - Tjpes of Fees. There shall be three types of fees: (a) annual sustaining fees, (b) user (or service) fees, and (c) 
late fees. The annual sustaining fee shall be scaled by formula to the annual educational revenue generated by each 
memb er. The user fees shall relate to the cost of services requested or the actions initiated by the members or appli
cants for membership. The late fees shall be established by the Council. 

Section 4 -Change in Fees. The Council may adjust the fees annually equivalent to the change in the national Con
sumer Price Index. Any increase above the CPI percentage shall be presented to the membership for approval. 

Section 5 - Conditions of Payment. Sustaining fees are due and payable on O ctober 31. The Council may authorize a 
discount for sustaining fees received by September 30 each year. Nonpaym ent of annual fees by October 31 subjects a 
member to automatic loss of membership and loss of accreditation without a hearing. Any request for extension of 
time to pay or for a periodic payment plan must be received and approved prior to September 30. Payment plans will 
not extend beyond December 31. Institutions using periodic payment plans shall be assessed an interest rate of one 
and one-half percent (1.5%) per month on the unpaid balance. User fees must accompany the request for applicable 
service before the request will be processed. 

Section 6-Proration of Fees. A member becoming eligible for member ship during the first month of the fiscal year 
shall pay the full amount of the annual sustaining fees as applicable. Members becoming eligible during succeeding 
month s shall pay a proportionate amount of the otherwise app licable fee as determined by the number of months 
remaining in the fiscal year, including the month in which membership is attained. 

Section 7 - Other Costs. In addition to fees herein described, costs of visits conducted by the Council will be invoiced 
to the institution. 

Section 8 -Assessments. The Council, upon a majority vote, may propose an assessment in addition to the annual 
sustaining fees provided for in this Article where there has occurred or is impending an emergency which may impair 
the ability of the Coun cil to achieve its purposes and the amount of annual dues is insufficient to meet the Coun cil's 
requirement s. The propo sed assessment shall be submitted to the member s for approval or disapproval on majority 
vote. 

Section 9 -Annual Meeting. A meeting of the members shall be held annually at a date and place to be determined by 
the Board of Directors. The purpose of such meeting shall be the receipt of reports on the budget and finances of 
ACICS and its activities and affairs, and the transaction of other business as may be specified by the Board in the call 
for and notice of the meeting. The meeting may combine these business purposes with information al and educational 
sessions; meetings of the Board, the Council, commissions, or committees; and special events for the members. 

Section 10-Special Meetings. Special meetings of the members may be called by the Board of Directors upon request 
of a majority of the Board or upon petition to the Board by not fewer than the lesser of fifty (50) members or ten 
percent (10%) of the membership not under common ownership or control. 

Section ] I - Notice of Meetings. Normally, members shall be notified at least thirty (30) days in advance of the date, 
location, time, and purpose of all meetings of the members. Waiver of notice may be recorded at any special meeting 
of the members by majority vote of a quorum present at such meeting. 

Section 12 - Quorum. Twenty percent (20%) of the members eligible to vote and represented by Designated Delegates 
shall constitute a quorum at a meeting of the members for the tran saction of business, except that any issue not 
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properly noticed in the call for the meeting and that requires membership-wide participation may not be acted upon 
under new business. The Board of Directors may adopt such procedures as it deems necessary for the conduct of 
business. In the absence of an established procedure , Robert's Rules of Order shall apply. 

Section 13-Meetings of the Council. The Council shall convene as often as necessary to review materials attendant to 
the accrediting process and to take formal action on the accredited status of applicants. 

ARTICLE VII 
Appeals Process 

Section I -Review Board of Appeals. A Review Board of Appeals shall be appointed by the Council. The purpose of the 
Review Board shall be to review, according to pre-established procedures and guidelines, appeals by members, of final 
negative actions by the Council and in each case either to affirm the action of the Council or to remand the case tO 

the Council for further review, or to amend or overturn the action. The Review Board shall consist of fifteen ( 15) 
persons, all of whom have had experience in accreditation . The Review Board shall include at least two (2) academic 
representatives, t:\vo (2) administrative representatives, and three (3) public members, as defined in Article Ill, Section 
1 herein. Review Board panels will consist of a minimum of three (3) members and be comprised of at least one (1) 

public, one (1) academic, and one (1) administrative representative. Members of the Review Board shall be appointed 
tO terms of three years, with terms of initial appointees staggered so that one-third of the terms expire each year. A 
person appointed tO the Review Board shall not have been a commissioner within one year prior to appointment. The 
President shall convene timely a panel of the Review Board when necessary. 

Section 2-Due Process. Criteria promulgated by the Council shall ensure that institutions are provided a fair and 
reasonable opportunity to present reasons why denial, suspension , withdrawal, or other final actions taken by the 
Council are inappropriate and should be remanded for further consideration. The due process provided is an appeal 
to the Review Board, pursuant tO the procedures described in 2-3-604 . All appeals to the Review Board of Appeals 
shall be on the record and shall provide for the submiss ion of briefs and oral testimony by institutional representa
tives. 

ARTICLE VIII 
Miscellaneous 

Section I -Liability. No applicant, member, or former member shall be liable for the debts of ACICS in any amount 
except to the extent of the fees required of each member pursuant to Article VI, Sections 3 and 8, hereof. 

Section 2 - Corporate Seal. The corporate seal shall be in such form as may be approved by the Board of Directors. 

Section 3-Checks, Notes, Contracts. The Board of Directors shall determine the persons who will be authorized on the 
Corporation's behalf to sign checks, drafts, or other orders for payment of money; to sign acceptances, notes, or other 
evidences of indebtedness; to enter into contracts; or tO execute and deliver other documents and instruments . These 
persons (positions) will be designated in the Board approved Governance Policy Document. The Board of Directors 
shall, at its discretion, require officers, agents, employees, and other persons so authorized pursuant to this Section to 
give security for the faithful performance of their duties. 

Section 4 - Books and Records. The Corporation shall keep at its office correct and complete books and records of the 
accounts and transactions of the Corporation and a current list of the members, directors, and officers of the Corpo -
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ration. Such books and records may be in written form or in any other form capable of ready conversion t0 written 
form. 

Section 5 - Confidentiality. The Council shall maintain the confidentiality of the accrediting process with members 
insofar as permitted by accrediting criteria, law, and regulation. The Council shall have written policies on disclosure 
of information to third parties. 

Section 6-lndemnification and Insurance. The Corporation shall indemnify and hold harmless each director, officer, 
commissioner, member of an appeals board, member of a visiting team, agent, employee, or other person acting on 
behalf of the Corporation or the Council against and from all loss, cost, and expense reasonably incurred by such 
person in the payment, defense, or settlement of any claim, suit, or proceeding brought against such person because 
they acted as part of or on behalf of ACICS, the Council, or the Review Board, as a director, officer, commissioner, 
member of an appeals board , member of a visiting team, agent, or employee. The rights specified in this Section shall 
apply whether or not persons continue to act in such capacity at the time the loss, cost, or expense is incurred. Such 
rights shall not apply in relation to any matters as to which any such person shall be finally adjudged to be liable for 
willful misconduct. The Board of Directors also may authorize the purchase and maintenance of insurance on behalf 
of such persons and the Corporation against any liability chat arises from their actions in such capacities. 

Section 7-Amendments. The Bylaws of the Corporation may be amended by the Board of Directors by majority vote 
of all the directors. 

Section 8-Dissolution. ACICS shall use its funds only to accomplish the objectives and purposes set forth in these 
Bylaws, and no part of said funds shall inure or be distributed t0 the member s of ACICS . On dissolution of ACICS, 
any funds remaining shall be distributed to one or more regularly organized and qualified charitable, educational, 
scientific, or philanthropic organizations tO be selected by the Board of Directors. 

Section 9 - Fiscal Year. The fiscal year of ACICS shall be Ju ly I through June 30. 

AR TICLE IX 
Litigation , Jurisdicti on and Venue, and Expenses 

Section] -Suits Against AC/CS, Jurisdiction, and Exhaustion of Administrative Remedies. Jurisdi ction and venue of any 
suit, claim, or proceeding relating to member ship, accreditation, or accredited status, whether a claim for damages or 
injunctive or declaratory relief, brought by an accredited member, former member, or applicant for membership and 
accredited status against ACICS, the Council, the Review Board, or a commissioner , officer, committee member, 
Review Board member, or staff member acting in his or her official capacity shall only be in the U.S. District Court 
for the Eastern District of Virginia , Alexandria Division , or the Circuit Court for the City of Alexandria, Virginia. 
Accredited members, former members, and applicants must exhaust all administrative remedies provided for in the 
ACICS Criteria and Bylaws before initiating any suit , claim, or proceeding in Court. 

Section 2 - Reimbursement of ACICS's litigation Expenses. An applicant for membership, member, or former member of 
ACICS shall reimburse ACICS for all costs and expenses (including attorney 's fees) actually and reasonably incurred 
by ACICS in defending any suit, claim, or proceeding, whether for damages or for injunctiv e or declaratory relief, 
brought by an applicant, member, former member, or one or more present or former students of any of the foregoing 
against ACICS, the Council, the Review Board , any commissioners of the Council, or members of the Review Board, 
or officers, employees, or agents of ACICS, the Council , acting in their official capacity, where ACICS, the Council, 
the Review Board, the commissioner, officer, employee, or agent shall have been adjudged to be the prevailing party 
in the suit , claim, or proceeding. 
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Section 3-0ther Expenses. Each member shall reimburse ACICS for all cosrs and expenses (including attorney's fees) 
incurred by it in the production of any of the Corporation's, or the Council's, records relating to such member in 
response ro lawful requests from parties in litigation or from state or federal agencies. 

Section 4 -B inding Effect. 

(a) Each existing member and new member of ACICS shall be provided with a copy of these Bylaws. 
Acceptance or continuat ion of membership in ACJCS shall constitute each member's agreement to be 
bound by the provisions of these Bylaws, as they may be amended from time to time, while a member of 
and subsequent to the term ination of membership in ACJCS. 

(b) Each applicant for membership in ACICS shall be provided with a copy of these Bylaws. Appl ication for 
membership in ACICS shall constitute such applicant's agreement to be bound by the provisions of these 
Bylaws, as they may be amended from time to time, regardless of whether such applicant becomes a 
member of ACICS. 
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UNANNOUNCED VISIT FACT SHEET 

The Council, at its discretion, may direct an unannounced visit to occur at an institution about which it has received 
adverse informa tion or when general opera tions of the institution may be called into question . This Fact Sheet is 
designed to assist the institution and the visiting team in conducting this visit as smooth ly and efficiently as possible. 

VISIT PROCED URES 

The purpose of this visit is co review records, interview students and staff, and, if app licable, review previously cited 
problem areas and verify responses to previous requests for information, such as complaints and admonishments. The 
team may consist of a staff member, an experienced evaluator, or both. Expect the team to spend the full day at your 
institution. 

Upon arrival, the team will ask to speak with the chief on-site administrator. Following a brief interview, the team is to 
be given a shore tour of the facility, including records storage areas, and then shown to a work room. This room could be 
an empty classroom or office, and it should be available exclusively for the team for the entire visit. 

The institution must make the following information available to the visiting team: 

1. Most recent Campus Accountability Report. 
2. Current catalog and addenda (if applicable). 
3. Current class schedule, including names of instructors and room numb ers. 
4. Most recent ACICS accreditation visit team report and institutional response. 
5. Copy of each government program review and compliance audit conducted within the prior two years 

and any institutional responses. 
6. Faculty/personnel records. 
7. All student records, including admissions, academic, and financial. 
8. Copies of institutional advertising . 

Additional records may be requested by the team. Staff, faculty and students will be interviewed. Institutio ns are 
encouraged to have these records in a cent ral location where more than one person can access them, should the chief 
on-s ite admin istrator not be present. 

REPORT AND SUBSEQUENT ACTIONS 

A report will be prepared and sent to the institution for response. If the institut ion is found to be operating in 
accordance with the Accreditation Criteria, no further action will be taken. 

If the institution is found to be violating provisions of the Accreditation Criteria, the Council may direct the institution 
to show cause why its accreditation should not be wit hdrawn, or it may direct that a full team visit the institution to 
evaluate its correction of these violations. 
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EXIT CONFERE N CE 

At the conclusion of the visit, the team will meet with the chief administrator to discuss the visit and to answer any 
questions regarding the Council policies, procedures, and standards. 

EX PENSES 

A fee will not be assessed for this visit, but each institution will be billed for expenses incurred during the visit. Failure to 

remit payment for expenses may result in a directive co show cause why the accreditation of the institution should not 
be withdrawn. 

IN STITUT IONAL PA RT ICIPATIO N 

Any institution that refuses to undergo an on-site unannounced visit evaluation will be directed to show cause why its 
accreditation should not be withdrawn by suspension._ 
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This Appendix includ es the Counc il's criter ia for institutiona l publications , including catalogs, advertising literature, 
and ocher published documents describing the institution. 

CATALOG 

The Council requires all accredited institutions and all applicant institutions to publish an acceptable catalog. An 
accredited institution with branch campuses may publish a common catalog, but it should be specific as co the faculty, 
programs, and student services available at each location (see "Multiple-Campus Catalogs" in this Appendix). All 
enrolled students muse have access co the current catalog. 

A catalog is written for many purposes and is directed coward a varied audience. The catalog becomes an announcement 
and a record and should be dignified in appearance. It must not be primarily a promotional publication, nor should it 
be directed toward a single segment of its varied audience. The catalog has been determin ed by the courts to be a legal 
document of the institution concerned . 

The catalog should explain the offerings and services of an institution , but it should not glorify or excol. It should reflect 
the dignity and integrity of the institution it describes. The catalog must be available in hard copy, and may also be 
available in a read-only electronic format. The hard copy catalog must be appropriately printed and bound. The catalog 
may include illustrations and photographs that are pertinent to the institution. 

At a minimum, the catalog must conta in the following items: 

l. A table of contents and/or an index. 

2. An indi cation , on the front cover or on the title page, of the year or years for which the catalog is effective. 

3. The names and cities of the adminiscrarors of the inst itution. 

4. A state ment of legal contro l which includ es the names of trustees, directors, and officers of the corporation. 

5. If the institution is now accredited, a statement denoting this fact (see "Statement of Accreditation" in these 
Guidelines). 

6. A statement of the mission of the inst itution. 

7. A listing of the full-time faculty members, showing: 
(a) academic credentials held; 

(b) institutions awarding the credentials; and 

(c) the area of teaching specialization. 

8. An academic calendar (calend ar of events) showing beginning and ending dates of terms, quarters, or 
semesters; holid ays; registration dates, etc. 

9. The full disclosure of the institution 's admission requirements, policies, and procedures, including the 
basis for admissions, test requirements, advanced standing requirements, and experiential learning 
assessment requirements. 

10. A statement of the curriculums (programs) offered, includ ing for each: 

(a) a sta tement of the objective or purpose of the curriculum ; 
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(b) an accurate and complete listing of the courses included in each curriculum, each with a unique 
identifying number and tide; 

(c) the credit or clock hours awarded for each subject; 

(d) the total credits or clock hours required for satisfactory completion of the curriculum; 

(e) requirements for certification, licensing, or registration in the program career field, as appropr iate; 
and 

(f) any additiona l or special requirements for completion (such as practica or externships). 

11. A description of each course (subject) offered, including: 

(a) identifying number; 

(b) title; 

(c) credit or clock hours awarded; 

(d) a complete but concise description of the contents of the course; and 

(e) prerequisites, if any. 

12. An explanat ion of the grading or marking system (consistent with that appearing on the student 
transcript). 

13. A definition of the unit of credit. If credit hour, identify whether quarter or semester. (See Section 
3-1-516 for add itional information.) 

14. An explanat ion of standards of satisfactory progress. (See Section 3-1-420 for addit ional information). 

15. A description of the certificates, diplomas, and/or degrees awarded, together with a statement of the 
requirements to be met in each instance. 

16. A statement of the tuition, fees, and all other regular and special charges. 

17. A complete and accurate listing of all scholarships offered (see Section 3-1-431 of the Accreditation 
Criteria). 

18. A statement of the institution's refund policy and formula relative to method of financial obligation. This 
policy must be clearly outlined and must comply with Sections 3-1-4 33 and 3- 1-434, of the Accreditation 
Criteria . 

19. A statement pertaining to the nature and extent of student services offered (e.g., counseling and 
placement). 

20 . A grievance procedure that includes the name and address of ACICS, unless the grievance procedure is 
published in a student handbook. 

21. If the institution offers degrees, the catalog must include the following information: 

(a) for occupational associate's degree programs, identification of courses that satisfy the general 
education requirement and an explanation of the course numbering system; 

(b) for academ ic associate's degree programs, ident ification of courses that satisfy the general educat ion 
and concentration requirements and an explanation of the course numbering system; 

(c) for bachelor's degree programs, identification of upper-division courses and courses that satisfy the 
general education and concentrat ion requirements and an explanation of the course numbering 
system; and 
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(d) for post-baccalaureate or graduate degree programs (master's and doctorate degree programs), a 
separate section in the catalog describing the program requirements, admissions procedures, transfer 
policies, graduation requirements, regulations, and course descriptions. (See Sections 3-6-800 and 
3-7-800) . 

22. If the institution offers courses via distance education, the catalog must include the following information: 

(a) a description of each mode of distance education delivery method used; 

(b) the admission requirements for the courses or program(s) of study offered through distance 
education required only if different from the admission requirements for the residential programs; 

(c) a description of tests used in determining access to distance education courses and programs, if 
applicable; 

(d) a description of the resources and equipment the students must have to avail themselves of the 
instruction (including, computer requirements such as hardware and software, internet access, 
access co library/college for moniroring of examinat ions, etc.); and 

(e) the special costs and fees associated specifically with distance education (e.g., platform access fees, 
on-line library access fees, purchase of books on-line). 

23. If the institution is approved by the Council tO offer direct assessment competency-based program(s), the 
catalog must include the following information: 

(a) a clear identification and listing of direct assessment competency-based program(s); 

(6) a concise and clear description of how such programs are structured and administered; any special 
admissions requirements; how students will be expected to demonstrate achievement of competency 
goals; the types of academic and student services offered to assist students to pass the assessments; 
and how student achievements will be shown on the academ ic transcript; 

(c) disclosure of the number of equivalent credit hours or clock hours and the general methodology the 
institution uses to determine the equivalencies; 

(d) a clear description of how financial aid will be administered and disbursed for eligible students 
enrolled in such programs; 

(e) disclosure of other entities or qualified individuals, in addition to the institution's faculty, engaged 
in the direct assessment process; and 

(f) disclosure of the consequences or opt ions available to students if they fail to demonstrate 
achievement of competency goals within a prescribed period of time. 

ADDENDA/SUPPLEMENT TO THE CATAWG 
Listing of administrative staff and faculty, tuition and fees, and academic calendar may be included in a catalog 
addendum/supplement as standing items. In addition, the addendum/supplement may include other reasonable 
changes that occur after a catalog has been printed unt il the next printing. An institution is expected to update its 
catalog at an appropriate interval and the addendum/supplement should not be used as a substitute for meeting this 
expectation. 

The addendum/supp lement must clearly state that it is part of the catalog and must include the school name, 
location, and effective date for the entire document (or for individual sections if effective dates vary). The addendum 
must be included with each copy of the catalog. 
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MULTIPLE-CAMPUS CATALOGS 

1. Pictures of the physical facilities of any of the institutions must be captioned to identify the particular 
campus depicted. 

2. Faculty and administrative staff must be listed in the catalog and be clearly identified for each campus. 
The administrative staff of the institution also must be listed. 

3. Any information contained in the catalog that is not common to all campuses in the group shall be 
presented in such a manner chat no confusion, misunderstanding, or misrepresentation is possible. 

4. The catalog must comply with the existing standards in all respects as outlined in these Guidelines. 

ADVERTISING 

Any advertisement or promotional literature written or provided by an institution through any type of media shall 
be completely truthful and dignified. The material shall be presented in a manner which avoids leaving any false, 
misleading, or exaggerated impressions with respect to the institution, its personnel, its courses and services, or the 
occupational opportunities for its graduates. An English translation for advertising that is in a language other than 
English must also be available. 

1. All advertising and promotional literature provided by an institution must clearly indicate that training or 
education, and not employment, is being offered. 

2. All advertising and promotional literature must include the correct name of the institution. So-called 
"blind" advertisements are not permitted. 

3. Institutions advertising to attract students in classified columns of newspapers or the equivalent on 
websites and the other electronic publications must use only classifications such as "Education," "Schools," 
or "Instruction." Headings such as "Help Wanted," "Employment," or "Business Opportunities" may be 
used only to procure employees for the institution. 

4. Testimonials used in advertising must reAect the opinions or experience of a current or prospective student 
or graduate of the institution. Testimonial messages must be factual and portray current conditions. They 
cannot contain any representations that would be deceptive or could not be substantiated by the 
institution. The institution must maintain a written release from the individual providing the testimonial 
on file. 

5. An institution shall not use the words "free" and "guarantee" for advertising or marketing purposes in a 
manner that is misleading to prospective or current students. A disclosure must be made for services which 
are funded by third parties that are offered at no cost to students. 

6. An institution shall not offer monetary incentives to the general public to visit, enroll in, attend, or 
complete a program. The institution cannot make guarantee or similar claims regarding job placement or 
salary for graduates. 

7. References to financial aid availability must use the phrase "for those who qualify." Financial aid cannot be 
the sole source of an advertisement. 

STATEMENT OF ACCREDITATION 
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When making public disclosure of accredited status in its catalog, the institution must include the name, address, and 
telepho ne num ber of ACICS. 

For institutional catalogs, the fact of accreditation shall be stated only as follows: 

"Accredited by the Accrediting Council for Independent Colleges and Schools to award (name all applicable specific credential 
levels from among certificates, diplomas, associates degrees, bachelor's degrees, and master's degrees). 

Institutions may add the following statement in announcing their accreditation: 

The Accrediting Council for Independent Colleges and Schools is listed as a nationally recognized accrediting agency by the 
United States Department of Education and is recognized by the Council for Higher Education Accreditation. 

For publications and advert ising other than catalogs, inst itu tions that wish to state the face of accreditation shall use 
either the catalog language noted above or one of the following disclosure statements : 
"Accredited by the Accrediting Council for Independent Colleges and Schools"; or 

"Accredited Member, ACICS" 

An institut ion is no t permitted co use such stateme nts as "fully accredited" or "accredited" witho ut including the name 
of ACICS . An institution will not use or publicize the term "accredited" un less it is in fact accredited by ACICS or 
anoth er recognized agency, or it has affirmative auth ority under state law. Any reference co stated autho rity for status as 
"registered," "approved," or "accredited" must include the name of the state extending the approva l and must accurately 
iden tify the state agency. An applicant for ACICS accreditation may not disclose this fact in any manner. 

For electronic med ia and web sites, the institutio n may provide a hypertext mark-up language link ("html") to the 
ACICS web site when making public disclosure of its accredited status. Disclosure must be in compliance with 
Appendix C. 
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An essential element in providing appropriate instruction and support services to students is monitoring their 
satisfactory academic progress (SAP). The Council requires all institutions to develop a policy of satisfactory academic 
progress that measures whether students are maintaining satisfactory academic progress in their educational program. 

Institutions located outside the United States, which serve students not participating in the U. S. Title IV student 
financial assistance programs, are required to publish in the catalog an SAP policy and systematically monicor 
academic progress of their students. At a minimum, the SAP policy must address the following elements: (a) 
minimum qualitative standards, such as a grade point average, which must be achieved by the end of each academic 
year or at 50% of the normal program length if the program is less than one academic year; (b) maximum time 
frame in which the educational objectives must be successfully completed; (c) a rationale if the maximum time frame 
for program completion exceeds 150% of the normal program length; (d) institutional procedures for a systematic 
monitoring of each student's progress in meeting the SAP policy; (e) a description of actions that must be taken by 
the institution if the student fails to make satisfactory academic progress; and (f) a minimum cumulative grade-point 
average of 2.0 or C or equivalent that must be achieved by each student upon graduation. 

The Council has determined that the institutional policy must include the following requirements, which are 
consistent with the regulations specified by the U.S. Department of Education for student eligibility for receiving 
Federal Tide IV financial assistance . 

1. The institution has written standards and a schedule of satisfactory academic progress for all students, 
which are published in the catalog and in appropriate institutional literature, and are consistently app lied 
to all students. 

2. The institution strictly adheres to its published standards of satisfactory academic progress, monitors 
whether a student meets the minimum qualitative and quantitative components of the standards, and 
notifies students when satisfactory academic progress is not being made. 

3. The standards of satisfactory academic progress provide for minimum qualitative standards, such as a 
grade point average or completion of work projects, which can be measured against a norm . 

4. The policy defines a maximum time frame, not to exceed 150% of the normal program length, as defined 
by the institution, for all programs, in which the educational objective must be successfully comp leted 
(e.g., number of academic years, credit hours attempted, clock hours completed, months/weeks, terms or 
modules, etc. as appropriate), as opposed to simply setting a time limit on eligibility for Tide IV financial 
aid. 

5. The institution has provisions for an evaluation point at least by the end of each academic year (or at 
50%of the normal program length if the program is one academic year or less) that determine whether 
the student has met the qualitative and quantitative components of the standards . 

6. The institution has provisions for utilizing and publishing a schedule designating the minimum 
percentage or amount of work that a student must successfully complete at the end of each increment to 
complete the educational program within the maximum time frame. 

7. The institution has provisions for determining at the end of each increment whether the student has met 
the qualitative and quantitative components of the standards. The qualitative and quantitative standards 



Standards of Satisfactory Progress 

must be cumulative and must include all periods of the student's enrollment regardless of whether or not 
the student receives federal financial aid. 

8. The institution's policies define the effect on satisfactory academic progress of course withdrawals, 
incomplete grades, repeated courses, and non-punitive grades. The institution's policies define the effect of 
non-credit or remedial courses on satisfactory academic progress. 

9. The institution has provisions for an evaluation at the end of the second academic year and at the end of 
each subsequent academic year(s) where the student must have a minimum cumulative grade point 
average (CGPA) of 2.0 on a scale of 4.0, C, or its equivalent, or has academic standing consistent with the 
institution's requirements for graduation. A student receiving federal financial aid who does not meet the 
CGPA standards at the end of the second year will no longer be eligible for financial aid, may not be 
placed on probation, and must be dismissed, un less the student wishes to continue without being eligible 
for federal financial aid. However, a student not meeting the CGPA standards at the end of the second 
year may remain as an enrolled student who is eligible for federal financial aid if there are documented 
mitigating circumstances (i.e., death in the family, sickness of the student, etc.). 

l 0. If the institution places students on warning, or on probation, as defined in sections 11 and 12 below, the 
institution's policy must describes these statuses. 

11. An institution that evaluates academic progress at the end of each payment period may assign warning 
status to a student who fails to make satisfactory academic progress. A student may be assigned to warning 
status without an appeal or other action by the student. For institutions awarding U.S. Department of 
Education Federal Financial Aid, a student on warning may continue to receive assistance under federal 
financial aid programs for one payment period despite a determination that the student is not making 
satisfactory academic progress. 

12. The institution must have an appeal process for students who do not meet the requirements of the 
institution's satisfactory academic progress policy. When an institution grants a student's appeal for 
mitigating circumstances, the student will be placed on probation for a specified period of time and 
considered to be making regular satisfactory progress. While a student is on probation, the institution may 
require the student to fulfill specific terms and conditions such as taking a reduced course load or 
enrolling in specific courses. 

If a student is not making satisfactory academic progress, the institution may place the student in an 
extended enrollment status. However, all credits attempted count toward the 150% of the normal 
program length even if the student is on extended enrollment. Grades may be replaced if that is the 
institution's written policy. At the discretion of the institution, a student with an approved appeal who 
exceeds one and one-half times the standard time frame as defined by the institution either as a regular 
student or in an extended enrollment status may receive the original academic credential for which he or 
she enrolled, provided that there are no additional financial obligations to the student. 

For institutions awarding U.S. Department of Education Federal Financial Aid Only: A student on 
probation will have their eligibility for financial aid reinstated . A student on probation may receive federal 
financial aid funds for one payment period. At the end of one payment period on probation, the student 
must meet the institution's satisfactory academic progress standards or meet the requirements of the 
academic plan developed by the institution and the student to qualify for further federal financial aid 
funds . A student placed in an extended enrollment status is not eligible for financial aid. 

13. The institution must have clearly defined procedures for re establishing satisfactory academic progress. 

14. The institution has rules for students who change programs, as well as for students who seek to earn 
additional credentials. For instance, an institution may have a policy that for a student who changes 
programs it will include in the determination of a student 's satisfactory academic progress standing the 
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credits attempted and grades earned that count toward the student's new program of study . Such a policy 
muse be part of the institution's written policy. 

15. The institution muse have a policy that addresses the implications of transfer of credit on satisfactory 
academic progress . 

16. The institution has provisions that the student must have a minimum CGPA of2 .0, C, for undergraduate 
programs and 3.0, B for graduate programs or their equivalent upon graduation. For approved 
professional graduate programs, which require attainment of specified competencies and a licensure or 
certification, the institution has published and consistently follows an appropriate SAP policy. 

17. If the institution is approved to offer direct assessment competency -based program(s), the institution must 
demonstrate that it has implemented appropriate policies that describe how it will measure whether a 
student enrolled in a competency-based program is making satisfactory academic progress. Policies and 
procedures must be implemented to identify in a timely manner when a student enrolled in such a 
program has withdrawn or changed enrollm ent status. The institution must maintain for Council review 
evidence that financial aid officers and others assigned to monitor satisfactory academic progress have been 
trained and are adequately monitor ed for implementing policies affecting competency-based programs. 
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In evaluating institutionally funded student aid, ACICS will consider the characteristics listed below. These 
characteristics are not listed in any priority order. Any institution whose aid program is not in accordance with 
any or all of these characteristics may be subject to a comp liance warning . The greater the number of these 
characteristics evident in an institution's grant program, the greater the presumption of acceptability. ACICS 
will, however, review each inst itutional grant program in its ent irety. 

1. Grants are made from segregated funds or from identifiable funds which have been provided for in the 
institution's operating budget. 

2. The percentage of students receiving institutionally funded grants, as compared to the overall student 
popu lation of the institution, is not inordinately high. 

3. The total amount for institutionally funded grants is publicly and clearly identified prior to the beginning 
of the academic year or term. 

4. Institutionally funded grants may be awarded on the basis of student need or standards describing 
similarly circumstanced students. 

5. The amount of institutionall y funded grants is not based solely on the difference between the tuition 
charged and the amount of federal or state financial aid received. 

6. The tuition charged reasonably and closely represents the cost to the inst itution of the instruction 
provided and does not significantly vary in amount from similar or same instruction in another certificate 
or degree program. 

7 . The amount of tuition retained as nonrefundable by the institution from those students who drop out 
prior to the end of the academic term or period is proportionally allocated between the institutionall y 
funded grants and the federal and state financial aid received by the student. 

8. The type and amount of institutionally funded needs-based grants is determined by an independent 
selection or review panel. 
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APP ENDIX F Requirements for English as a Second 
Language Programs 

This appendix consolidates information regarding the Council's requirements for institutions offering stand-alone 
ESL programs and/or ESL coursework as part of a Title IV-eligible program, and federal requirements for the 
awarding of financial aid. 

The following information is intended to combine the highlights of the ACICS requirements and federal regulations 
noted above and should assist institutions in understanding Council criteria for offering stand-alone ESL 
programs and the major differences between Council requirements and federal regulations for these ESL programs. 
Additionally, an overview of federal guidelines for ESL coursework offered within an eligible program is included. 

SE PARAT ELY ELI GIB LE, STA N D- ALO NE ES L P ROGRAMS 

Co uncil Requirements 

The requirements for reporting information on separately-eligible ESL programs are the same as for all other programs. 
The institution must immediately notify ACICS when these programs are initiated, changed, or discontinued. An 
on-site evaluation with an appropriate subject specialist will be required when a new ESL program is initiated, and may 
be required when the program is changed. 

The objective of stand-alone ESL programs is to enhance the English-language proficiency of individuals who have 
pre-existing vocational knowledge, train ing, or skills, but cannot use that knowledge, training, or skill because of their 
English-speaking deficiency. No vocational training is provided in a stand-alone ESL program. 

In order to receive approval from ACICS to provide stand-alone ESL programs, the institution shall: 

1. Adhere to the stated mission of the program when developing the curricula; 

2. Administer, at entrance and exit, a natio nally recognized exam of English comprehension (e.g., Test of 
English as a Foreign Language, Test of Spoken English .) 

3. Provide documentation that all admitted students are enrolled in accordance with Section 3- 1-303. 

4. Verify or assess at entrance, with supporting documentation, that the enrolling student already has 
knowledge, training, or skills in a vocational field, unless the student is enrolled solely to obtain ESL 
competency unrelated to a vocation (also a Department of Education regulation.) 

5. Describe the placement services, if any, to be offered to graduates of the ESL program . Institutions are not 
required to include these graduates in their placement statistics . 

6. Employ degreed faculty who have prior experience in this field of instruction. 

7. Involve faculty in professional organizations and workshops enabling them to meet the special needs of 
the ESL student. 

Department of Education Regulation s 

The institution must provide information or documentation that the program: 

1. Consists solely of ESL instruction. 

2. Admits only undergraduate students who it determines need ESL to use already existing knowledge, 
training, or skills. 
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3. Meets the other program and institution al eligibility requirements including: 

(a) that it leads to a degree or cert ificate, 

(b) that it is at least a one-year program at a public or private nonprofit institution of higher education, 
or a six-month progra m at a postsecondary vocational institut ion or a propr ietary instituti on of 
higher education, 

(c) that it admits as regular students only persons who have a high school diploma or the recognized 
equ ivalent (GE D) or who are beyond th e age of compulsory school attendance in the state in which 
the institution is located and have the ability to benefit from the training offered, 

(d) that it is legally organized by its state to offer the ESL certificate or degree program, 

(e) that it is approved by the school's nationally recognized accrediting agency or association, or that it 
meets one of the statutory alternatives to accreditation, and 

(f) if it is a credit-hour program, that it meets any applicable state and accrediting agency requirements 
governing the use of credit hours. 

NOTE: ESL is an eligible program only for purposes of the Pell Grant Program. 

ESL COURSES AS PART OF AN ELIGIBLE PROGRAM 

Council Requirements 

Conversion from clock to credit hour for the ESL courses must be appropriate and in compliance with Department of 
Education regulations for remedial coursework. 

Department of Education Regulations 

ESL coursework required by a student when accepted into an existing, T itle IV-eligible program must be considered 
remedial in nature for the purpose of calculating student financial aid. Note that remedial coursework is by regulation 
either noncredit or reduced credit, for purposes of the postsecondary program, although these noncredit or reduced 
academic credit hours are converted to the credit value of non-remedial courses for the purpose of calculating Title IV 
payments to students. 

It is important to remember that a program of study must be Tide IV-eligible excluding the remedial courses (i.e., for a 
300 clock-hour Hospitality and Tourism program to be eligible for student loan programs, any remedial courses offered 
must be added to the 300 clock hours). 

Summary 

ACICS members currently offering or planning to offer stand-alone ESL programs or ESL as remedial courses 
taken with an eligible program must be aware of and in compl iance with all Counc il requirements and Department 
of Education regulations. In comparing the two, it is apparent that if an institution is not in compliance with the 
Department of Education, it will not be in compliance with ACICS because all of the Department's requirements are 
inherent to the Accreditation Criteria; ACICS is, however, more restrictive in several areas. 

Be advised that compliance with Appendix F does not ensure that a program will be determined by the U.S. 
Department of Education to be eligible for Title IV participation. Should the institution desire Title IV funding for an 
ESL program, it should discuss program eligibility with the appropriate Department of Education regional office before 
applying for Counc il approval. 
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These guidelines are designed co inform institutions of the policies of the Counci l and co guide staff in disclosing 
information and providing materials to third parties regarding an institution's accreditation. Many policies are required 
by federal law and regulation. 

The policies presented below are not intended to cover every situation, and the Cou ncil exercises cons iderable discretion 
in balancing the need for confidentiality in the accreditation process with the need co disclose information to the public, 
including students and student appl icants, and co ocher interested third part ies, including government agencies. The 
Council will provide information requested by the U.S. Department of Education chat may bear on an institution's 
compliance with federal student financial aid requirements. Please refer co Title II, Chapter 3 for additional information. 

1. The Council maintains and makes available to member institutions, appropriate governmental agencies, 
and the publi c complete information regarding its accreditation criteria, policies, and practices; the 
institutions that it currently accredits, including the dates when the institutions are schedu led to be 
reviewed for renewals of accreditation; and the names, educational backgrounds, and professional 
qua lifications of its commissioners and senior administrative staff. This information is provid ed in writte n 
documents available from the Council office or on the Council's Web site. These documents include a 
directory of accredited institutions and an annual report, copies of which are forwarded automatically to 
the U.S. Department of Education, state regulatory agencies, and other recognized institutional 
accrediting agencies. 

2. The Council will notify the U.S. Depa rtment of Education, state regulatory agencies, other accred iting 
agencies, other interested third parties, and the public of all Council actions that affect an institution's 
grant of accreditation, institutional closings, and of the voluntary withdrawal or expirat ion of 
accreditation within 30 days. 

In the case of the public, however, the Council will provide written notice of the decisions listed below 
within 24 hours of its notice to the institution: 

(a) A final decision to place an institution on probation or equivalent status . 

(6) A final decision to deny, withdraw, suspend, revoke, or terminate the accreditation of an institution. 

Deferral actions will include an explanation chat the institution's application is pending and that 
additional information has been requested. Negative actions subject ro appeal will be denoted with a 
statement that the action is subject to appeal and is not final unless the institution does not exercise its 
appeal rights or until the institution 's appeal rights have been exhausted . The disclosure of Review Board 
decisions will be in accordance with the procedures described in Section 2-3-607. The Council retains the 
discretion and the responsibility tO communicate other relevant accredi tation information with 
appropriate agencies and regulatory bodies. 

3. Within 60 days of a final negative act ion, the Counci l will also make available co the agencies above and 
the public upon request, a brief statement summarizing the reasons for the negative action determination 
and the official comments that the institution may wish to make with regard to the Council's decision , or 
evidence that the affected institution has been offered the opportunity co provide official comment. 

4. The Council will inform the U.S. Department of Education of any institution which the Council believes 
fails co comply with Title IV law or regulations or is engaged in fraud and abuse or demonstrates systemic 
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noncompliance with respect co use of the Department 's definition of credit hour or significant 
noncompliance regarding conformity with commonly accepted practice in the assignment of credit hours 
to one or more programs at the institution . The institution will then be given an opportunity co evidence 
why it is in compliance with Tide IV requirements. 

5. The Council will notify the public through its Web site and other means, as appropriate, of the following: 

(a) at least one year in advance of grant expirations, a listing of all institutions with current grants of 
accreditationdue to expire; and 

(b) as soon as practical, a listing of all institutions which have applied for initial grants of accreditation . 

This notification will include guidance on how third parties may comment on these institutions ' 
qualifications for accreditation. 

6. The Secretary of Education's grant of recognition constitutes a "grant of authority" to the Secretary co 
conduct site visits (both to ACICS and to the institutions) and to gain access to agency records, personnel, 
and facilities on an announced and unannounced basis. 

7. The Council automatically will submit an annual report to the Secretary of Education. 

8. The Council will provide information regarding debarment actions on request. 

Effectiv e January 1, 2016 115 



APPENDIXH 

SECTION I 

Principles and Requirem ents for 
Nontraditional Education 

DIRECT ASSESSMENT COMPETENCY-BAS ED PROGRAMS 

Programs that are designed to prepare students for a specific profession or career are especially suited to be offered as 
direct assessment competency-based programs because such programs focus on what the students need to know, 
understand, or be able to do. The process utilized for the development of the curriculum , expected competencies, 
ways to directly assess such competencies and equate them to credit hours or clock hours (as required by the United 
States Department of Education as well as by the Counci l) demands active involvement of employers, as appropr iate, 
and other experts in the discipline. Potential benefits gained by such programs are as follows: 

• Allow students to progress at their own pace, but in compliance with the institution's satisfactory 
academic progress policy; 

• Allow flexibility to motivated students; 

• May potentially shorten the time for completion of the program; 

• May potentially reduce overall cost of education; and 

• May foster creativity for the institution, faculty and students in exploring cost-effective pathways co 
complete a program. 

Federal Definition of Direct Assessment Competency-based Programs 

A direct assessment program is an instructional program that, in lieu of credit hours or clock hours as a measure of 
student learning, utilizes direct assessment of student learning, or recognizes the direct assessment of student learning 
by others. The assessment must be consistent with the accreditation of the institution or program utilizing the results 
of the assessment. 

Direct assessment of student learning means a measure by the institution of what a student knows and can do in 
terms of the body of knowledge making up the educational program. These measures provide evidence that a student 
has command of a specific subject, content area, or skill or that the student demonstrates a specific quality such as 
creativity, analysis or synthesis associated with the subject matter of the program. Examples of direct measures include 
projects, papers, examinations , presentations , performances , and portfolios. 

ACI CS Glossary of Definitions 

Using the Federal definition as a guide, the Council has developed expanded definitions for Competency-based 
Programs and Direct Assessment Competency-based Programs. A longer list of examples of "direct" assessment 
measures is given in the Glossary. "Indirect " assessment measures, while deemed valuable for assessing institutional 
and program effectiveness, are not included in the consideration for the approval of competency-based programs. 

For consideration of eligibility tO participate in Titl e IV Federal Student Aid Programs, the Department of Education 
will consider only direct assessment competency -based programs . 
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Process for Review, Approval and Quality Monitoring Visits 

Proposed initia tion of a direct assessment competency-based program is classified as a substant ive change and requires 
Council review and approval. 

Institutions must submit Part I of the Application for Direct Assessment Competency-based Program, along with 
required supporting documents, for a preliminary review and Cou ncil action. A separate applicat ion is required for 
each program. The guidance document and instructions accompanying Part I of the application are designed to guide 
the institutio ns in gaining an idea of the types of d irect assessment methods that are strong ly recommended for 
professional and career-focused programs. The principles and requirements included in this Appendix will be applied 
in reviewing the application. 

In considering the application, the Council will determine if the institution has demonstrated that it has used a 
rigorous process to identify what the student or graduate must know and be able to do to be considered "competent" 
by employers and experts in the field or discipline. In addition, the institution has demonstrated that it has developed 
robust direct assessment techniques and has explicitly described how it determines the equivalent number of credit or 
clock hours for the program. 

Upon approval of Part I of the application by the Council, the institution will apply to the U.S . Department of 
Educat ion for Title JV approva l of the proposed direct assessment competency -based program. 

Part II of the Application for Direct Assessment Competency-based Programs must be submitted to ACICS at least 
three months prior to the effective start date of the program . The approval letter will provide instructio ns on at least 
two quality monitoring on-site visits to the institution - the first visit will be conducted within six months of start of 
the program and a second follow-up visit will be conducted between 12 to 18 months of start of the program, 
depending upon the credential level of the program. 

Institutional Mission and Institutional Readiness 

(a) The basis for the introduction of direct assessment competency-based programs must support the mission 
and objectives of the institution. 

(b) The structure and objectives of the program must clearly demonstrate that a systematic process was 
utilized in ident ifying and defining specific compe tencies related co the program. The process shall include 
participation of representation from employers, experts in the field, faculty, alumni and faculty. 

(c) The Campus Effectiveness Report must include a discussion of the proposed d irect assessment 
competency-based programs - the rationale, overall structure, anticipated direct assessment methods 
engaged, plans for assessment and cont inuous improvement of the program, and adoption of best 
practices in competency-based education . 

Admission s Requirements and Enrollment 

Eligibility requirements for admission to direct assessment competency-based programs must be clearly defined, 
pub lished and consistently app lied. The institution is expected to develop objective mechanisms and standards for 
determining the potential characteristics of students who are best suited to pursue and complete the program. 

Curriculum Dev elopm ent and Direct Assessment Measures 
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(a) In the development of the curriculum, institutions must organize each course to enable students t0 clearly 
understand measurable learning objectives. Whenever possible, the Council encourages institutions to 
utilize standardized tesrs and industry-recognized licensure or certificatio n examinat ions as direct 
assessment of student learning. Multiple direct assessment methods, which are student-centered, muse be 
utilized where appropriate . 

(b) The syllabus for each course must be expanded to include clear learning objectives, student competency 
expectations, direct assessment techniques utilized by the faculty, criterion-based rating scales or rubric 
scores where appropriate, and the institution's systematic methods for determining credit hour or clock 
hour equivalencies. The syllabus must also clearly state how the student's progress will be monitored and 
how the final grades will be recorded. 

Faculty and Instructional Support 

Maximum support of the program faculty is essential to develop and implement chis student-centered program. The 
institution must demonstrate that the faculty members are provided proper training, in-service and professional 
development activities to support this program. A rationale for faculty-student ratios must be developed. Adequate 
technology support must be provided as appropriate for faculty to monitor student progress and competency achieve
ments. 

Student Support Services 

(a) The institution must demonstrate that it offers strong student support services to assist students in 
achieving their competency goals. Mentors and student counselors must be trained to provide suitab le 
support . 

(b) The institution must have a definite pathway for competency-based program students who may be advised 
to transition to a traditional fixed-schedule, teacher-directed format. 

(c) Academic advisors, registrars, career counselors, and financial aid counselors must be provided special 
training to provide support to the direct assessment competency-based program students. 

Utilization of External Entities and Experts 

(a) If appropriate, the institution may utilize external entities and experts in providing a portion of the direct 
assessment competency-based program. The scope and nature of their involvement must be clearly 
outlined in a formal contract. The institution must demonstrate that it has sufficient academic control for 
the development and monitoring of the program. The contract must be approved by the Council prior to 
implementation. 

(b) If external entities and experts are utilized, the institution's faculty muse provide more than 50 percent of 
the direct assessments of the competency-based program. 

Continuous Program Assessment and Improvement 

The institution must have adequate plans for the continuous assessment of the effectiveness of the program and 
provide for continuous improvement. These plans must be described in the Campus Effectiveness Plan. 

Publications 

1 I 8 ACICS Accreditation Criteria 



Principl es and Requir ements for Nontraditional Education 

Full and accurate disclosure of an approved direct assessment competency-based program must be provided in the 
institution 's catalog and Web site. The catalog disclosure must follow the requirements as described and outlined in 
Appendix C, Item 23. 

SECTION II 
DISTANCE EDUCATION 

In addition to the general standards in Tide III, Chap ter 1, which apply to all instituti ons, and app licable standards 
in Chapters 2 through 6, the following standards apply specifically to distance education delivery methods. These 
principles and guidelines are designed to inform institutions of the policies of the Counc il and co guide institutional 
representatives when designing, implementing, and evaluating distance education forms of educational delivery. 

Institutional Readiness 

(a) Institutions must notify and receive approval from ACICS prior to using distance education as a mode of 
delivery. (See Section 2-2-106) 

(6) Institutions muse have a plan co implement distance educa tion instruction. Ac a minimum, the plan 
should include the rationale, resources, course/program objectives, content, and student assessment. 
Institutions muse integrate chis plan into the Campus Effectiveness Plan. 

(b) The instructional delivery method must be appropriate for students and the curriculum . 

(c) Institutional policies and procedures should be consistently applied using procedures that are appropriate 
to the mode of delivery. 

(d) Institutions must designate a qualified individual to oversee the distance educat ion activit ies. 

Admissions Requirements and Enrollment 

(a) Institutions must identify the adm ission requ irements of distance education courses/program/s and how it 
differs from, if applicable, the on-ground admission requirements . 

(b) If an on-line admissions test is required, it must be admin istered in a manner which verifies the student 's 
identity . Institutions must make it clear in writ ing at the tim e of enrollment how the student's ident ity 
will be verified throughout the course and program, how the student's privacy will be protected, and if the 
student will be assessed any additional charges associated with the verification of stud ent identity. 

(c) Institutions must clearly and appropriately state any requirements the students muse possess or have access 
co in order to access this mode of delivery. 

(d) Institutions muse provide an on-line orientation program to familiarize the student with the equipment, 
resources used in the distance education activit ies, and orient the student to the distance education 
learning process. 

Curriculum and Instructional Delivery 

(a) Regardless of instructional delivery method, the syllabi must identify the course learn ing objectives. Each 
course learning objective must support one or more program learning outcomes . (See Glossary definition 
of Syllabus.) 
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(b) The course must provide sufficient and appropriate opportunities for interaction between faculty and 
students and among students. 

(c) Institutions must demonstrate co the Council that the clock or credit hours required and awarded are 
appropriate for the degrees and credentials offered using a thoroughly developed rationale. Cred it award 
rationales for distance education delivery of courses or programs generally do not use the traditional 
lecture/laboratory/ externship formulas for credit calculations (See Section 3-1-516, Course and Program 
Measurement). 

(d) Curriculum muse be administered in a way chat maintains security of access. 

(e) Institutions must demonstrate that the student who registers for a distance education course or program is 
the same student who participates in and completes the course or program and receives the academic 
credit. The verification method, at the option of the institution, may include a secure login and pass code, 
proctored examinations, and other appropriate student authentication or verification technology. 

Faculty and Inst ructional Suppo rt 

(a) The institution muse employ academically and/or experientially credentialed faculty co teach online 
courses appropriate to the subject matter. 

(b) Faculty hired co facilitate online instruction must be properly trained to utilize the institution's learning 
management system for purposes of instruction, communication, and assessment. 

(c) The instruction must provide an accessible and reliable learning management system and technica l 
support to effectively facilitate online instruction and learning. 

(d) The institution must demonstrate that the student/teacher ratio appropriately supporrs faculty and 
student interaction, facilitation of interaction among students and interaction with curr iculum content. 

(e) The institution must have a faculty development plan on file that is appropriate for each individual . For 
further information, see Section 3-1-543. 

Resources and Equipment 

(a) The institution must demonstrate that it has adequate financial resources co support the form of delivery. 

(b) The institution muse demonstrate chat students caking online courses have access co the same or equivalent 
library resources and support as students taking courses in a physical classroom. 

Students and Student Services 

(a) The institution must orient online students to its learning management system, resources and support 
services, including technical support. 

(b) Student support services available co students enrolled in on line programs muse be the same or equivalent 
to those provided to students enrolled in ground-based programs, including but not limited to student 
services such as counseling, academic advising, financial aid, and employment assistance. 

Student Evaluation and Program Assessment 

(a) The course learning objectives for a course delivered online must be the same as the learning objective for 
the same course delivered on ground. 
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(b) Regardless of instructional delivery method, assessments and assignments should demonstrate student 
achievement of course learning objectives. 

(c) The institution must document that it conducts course/program evaluations, including assessment of 
student learning outcomes, student retention and placement, and student, graduate, faculty, and employer 
satisfaction (See Section 3-1-111.) 

Publications 

(a) The institution must fully disclose what form(s) of instruction it uses in its catalog and web site and, when 
appropriate, in its advertising and promotional material. The catalog disclosure must follow the 
requ irements as described and outl ined in Section 3- 1-70 1 and Appendix C, number 22). 

SECTION III 
SELF-PACED INSTRUCTION 

In addition co the general standards in Title III , Chapter 1, which app ly to all institution s, and appl icable standards 
in Chapters 2 through 6, the following standards apply specifically to self-paced instruction delivery methods. These 
principles and guidel ines are designed to inform instituti ons of the policies of the Council and to guide institutional 
representatives when designing, implementing, and evaluating self-paced instruction forms of educationa l delivery. 

Institutional Readiness 

(a) Institutions must notify and receive approval from ACICS prior to using self-paced as a mode of delivery. 
(See Section 2-2-106) 

(b) Institutions must demonstrate a shift from a teacher-centered to a learne r-centered environm ent. 

(c) Institutions must employ faculty who possess the technical skills to teach in a self-paced environment. 

(d) The delivery method must be appropriate for students and the curriculum. 

Admi ssion s Requirements and Enrollm ent 

Institutions must identify the admissions requirements of self-paced courses/programs. 

Curri culum Content and Instru ction and Delivery 

(a) Regardless of instructional delivery method, the syllabi must identify the course learn ing objectives. Each 
course learning objective must support one or more program learning outcomes. (See Glossary definition 
of Syllabus.) 

(b) Institutions must demonstrate to the Council that the clock or credit hours required and awarded are 
appropriate for the degrees and credentials offered using a thoroughly developed rationale. Credit award 
rationales for distance education delivery of courses or programs generally do not use the traditiona l 
lectu re/laboratory/ externship formu las for credit calculations (See Section 3-1-516, Course and Program 
Measurement) . 

(c) Institutions must demonstrate compliance with applicable federal and state regulations. 

Faculty and Instructional Support 

(a) The institution must employ academically and/or experientially credentialed faculty to oversee the 
self-paced course/program. 
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(b) The faculty must be adequately trained to instruct in a self-paced environment. 

(c) The faculty must be supported with the appropriate education resources and technology to facilitate 

self-paced instruction. 

(d) The institution must demonstrate that the student/teacher ratio appropriately supports faculty and 
student interaction, facilitation of interaction among students and facilitation of student interac tion with 

curriculum content. 

Resources and Equipment 

The institution must provide an accessible and reliable learning management system and technical support ro 

effectively facilitate online instruction and learning. 

Students and Student Services 

(a) The institution must orient online students to its learning management system, resources and support 

services, including technical support. 

(b) Student support services available to students enrolled in self-paced programs must be the same or 
equivalent to those provided to students enrolled in ground-based programs , including but not limited to 

student services such as counseling, academic advising, financial aid, and employment assistance. 

Student Evaluation and Program Assessment 

(a) The course learning objectives for a self-paced course must be the same as the learning objectives for the 
same course delivered on ground. 

(b) Regardless of instructional delivery method, assessments and assignments should demonstra te student 

achievement of course learning objectives. 

Publications 

The institution must fully disclose what form(s) of instruction it uses in its catalog and web site and, when appropriate, in 
its advertising and promotional material. The catalog disclosure must follow the requirements as described and outlined 

in Section 3-1-701 and Appendix C, number 22. 
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In addition to the general standards in Section 2-2-507; Tide III, Chapter 1, which apply to all institutions, and 
applicable standards in Chapters 2 through 7, the following standards apply specifically to institutions proposing to 
initiate an international partnership agreement with an entity outside the United States or its territories. 

The programs and/or courses offered abroad must be consistent with the institution's educational mission and goals and 
must meet the same academic standards, educational effectiveness and student achievement. 

These principles and guidelines are designed to inform institutions of the policies of the Council and to guide 
institutional representatives when designing , implementing, and evaluating an International Partnership Agreement 
(IPA). 

The partn ership agreement should include the following items and detail each entity 's responsibility in the following 
areas: 

ELEMENTS IN AN INTERNATIONAL PARTNERSHIP AGREEMENT 

I. Duration and Jurisdiction 

1. Institutions must identify the start and end date of the agreement . 

2. The agreement must list the signatories/partners involved in the international partnership. 

3. The agreement must describe under which jurisdi ction (s) the agreement will legally be bound, i.e. legal 
jurisdiction of ACICS institution. 

II. Administration of the International Partnership Activity 

1. Institutions must identify the individual with the overall responsibility for the activity. 

2. Institutions must identify the on-site administrator for the activity. 

CURRICULUM CONTENT, INSTRUCTION, AND DELIVERY 

Institutions shall ensure the quality and rigor of courses/program offered through the interna tional partnership 
agreement. 

III. Faculty and Instruc tiona l Support 

l. Institutions must employ academically and experientially credentialed faculty to oversee the instruction, 
evaluation, and grading requirements of the courses/ program. 

2. Institutions must have faculty credentials evaluated by a recognized service for evaluation of foreign 
credentials . 

3. The faculty must be supported with the appropriate education resources and technology. 

IV. Admissions Procedur es and Requirements 

The institution must identify the admission requirements for enrolling in courses/programs abroad. 
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VI. Students and Student Services 

1. Advising and Counseling 

(a) Institutions must provide academic advising and counseling services to students. 

(6) Institutions must have procedures for adding and dropping courses. 

2. Financial Aid 

If applicable, institutions shall detail the institution's procedure for awarding, disbursing, and counseling 
students on financial aid funds that will be used for overseas study. 

3. Transfer of Credit 

Institutions must in compliance with Section 3-1-413 as it relates to transfer of credit. 

4. Student Orientation 

The institution must provide pre-departure orientation and on-site orientation programs for students, if 
applicable. 

5. Grievance Procedure 

A grievance policy and procedure must be included in the catalog and list name and address of ACICS, 
unless published in a student handbook. 

6. Student Records 

The institution must provide a plan for scoring student records and providing access to on-site 
administrator at the international location. 

7. Student Accommodations 

Institutions should detail the plan for arranging student accommodations during the study abroad period, 
if applicable. 

VII. Security 

I. Institutions must describe how student, staff and faculty safety at the international education facility will 
be ensured. 

2. Institutions must describe the plan to ensure security of students, staff and faculty in case of civil unrest or 
natural disaster in host country . 

VIII. Financial Requirements 

Institutions must be in compliance with Section 3-1-430 as it relates to financial aid, tuition and charges. 

IX. Resources and Equipment 
Instructional resources and equipment must be readily available, accessible, and reliable. 

X. Student Evaluation and Program Assessment 
The institution must implement an assessment plan that measures attainment of core competencies for courses/ 
program and measurable objectives for each course. 

XI. Publications 
The institution must fully disclose what form(s) of instruction it uses in its catalog and Web site, and when 
appropriate, in its advertising and promotional material. The catalog disclosure must follow the requirements as 
described and outlined in Section 3-1-701 and Appendix C, number 22. 
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Principles and Guidelines for International Partnership Agreements 

XII. Termination of Agreement and Teach-out Plan 
Institutions must detail the plan for completion of program or courses should international partner fail to 
provide services. 

XIII. International Site Facilities 
Institutions must include a description of facilities at the international site and provide evidence that the facilities 
are in compliance with host country building code regulations. 

Summary 
ACICS members planning to enter into an international partnership agreement must be aware of and in compliance 
with all Council requirements and Department of Education regulations. 
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APPENDIX} Principles and Guidelines for Program Enhancement 
Education and Study Abroad Activities 

International demands for post-secondary education provide opportunities for member institutions to expand the 
geographic footprint of their education delivery infra structure, through on-line, on-ground and combinations of 

those and other modaliti es. Regardless of the education delivery infrastructur e utilized at an international location , 
the institution is expecte d to operate in compliance with ACICS standards as demonstrated through direct monitor
ing of administrative operations, instruction, student services and the comparable full array of proc esses that apply to 
all institutions accredited by ACICS. 

The standards and guidelines below will be applied to institutions that offer education or study abroad activities at 

int ernational locations under the ACICS grant of accreditation. Th ey are designed to apply Council expectat ions for 
effectiveness and integrity to programs that primarily lead to employment in professional, technical and occupational 

fields, regardless of the geographic location of the education or study aboard activity, or th e modality with which the 
education is delivered. Council acknowledges education or study abroad may serve to enhance the interpersonal and 

developmental aspects of the stud ent, including an improved abi lity to relate to and work with people from differe nt 
cultures and ethnic, linguistic and national backgrounds. Council also acknowledges that education or study abroad, 

as part of a comprehensive career education program, may be directly applicable to the workplace and contribute to a 
graduate's success in finding placement in an organization with a multinational employee profile that utilizes multina 

tional vendors and suppliers. Finally, the Council authorizes the utilization of education or study abroad, und er the 
parameters prescribed in thi s section, in recognition that structured education or study abroad may enhance the 

graduate's abi lity to compete for job p lacement with int ernational employers. 

A key principle of ACICS standards regarding education or study abroad is that th e accredited institution must 

demonstrate that the quality of the education deri ved from locations outs ide of a student's home country is compa
rable to that received at its domestic accredited locations. The burden of proof lies with the institution, regardless of 

the form of education or study abroad. 

I. Education or Study Abroad Activities: For all education or study abroad activit ies, ot her than those 

performed through a formal partnership agreement with an international institution, a U.S.-based 
institution is required to host a comprehensive Forum review and provide the final determination letter 

demonstrating substantial conformity with the Forum's standards, contained in the document, "Stan dards 

for Good Practice of Education Abroad (SG PEA)", published by the Forum on Education Abroad 
(http://www.forumea.org/standards-standards.cfm); the requirements for maximum length of study as 
defined in #2 (below); and the academ ic residency requirement as described in #3 (below). For those 

education or study abroad activities performed through a formal partnership agreement, the IPA 
requirements app ly. (Section 2-2-510; Appendix I) Internacional institution s accredited by ACI CS located 

outsid e the U.S. that are planning to initiate education or study abroad activities must disclose the nature 

and scope of such activ ities in writing co ACICS and seek prior approval . 

2. Maximum of Length of Education or Study AbroadActiviry: No more than 50 percent of a program 's 

coursework may be completed through education or study abroad activities, including transfer credit, 
challenge examinations and other sources. An education or study abroad program may not exceed an 

equival ent of two semesters in length. 

3. Academic Residency: Students admitted co an education or study abroad program are thos e who must 
have satisfactorily completed a minimum of one full-time equivalent semester or quarter or trimester , 
on-lin e or on -site through the home institution. Additionally, education or study abroad students are 

required to complete a minimum one full -time equivalent semester or quarter or trimester on-line or 

on-sit e through the hom e institution following comp letio n of the education or study abroad activity and 
prior co completion of the credential. 
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A 
Ability to Benefit: 

definition of, Glossary 
enrollment of students under, 3-1-411 (a) 
recordkeeping, 3-1-303(b)(c) 

Academic Associate's Degree: 
educational activities, 3-4-200 to 3-4-204 
faculty, 3-4-300 to 3-4-304 
library, 3-4-400 to 3-4-406 
state authority, 3-4-100 

Academic Credentials: 
academic degree, Titl e, III, Chapter 4 
bachelor's degree, Title III, Chapter 5 
conferring of, 3-1-521 
definition of, Glossary 
master's degree, Title III , Chapter 6 
nondegree, Ti tle III, Chapter 2 
occupational degree, Title III, Chapter 3 

Academic Freedom: 
3-1-202(c); 3-1-541 

Accreditation: 
admonition, 2-3-101 
annual financial report, 2-1-802 
annual accountability report, 2-1-80 l 
automatic discontinuation of, 2-2-403(a) 
criteria maintenance, 3-1-301 
deferral of, 2-3-200 
definition of, Glossary 
denial of, 2-3-300 
denoting, 2-1-806 ; Appendix C 
granting of, 2-3-100 
maint enance of, 2-1- 100 to 2-1-810 
reinstatement of, 2-2-403(6) (ownership) 
revocation of, 2-3-401 
show-cause, 2-3-403 
suspension of, 2-3-402 
withdrawal of, 2-3-400 
withholding of, 2-1-302 
workshop requirement, 2-1-100 

Accrediting Council, The: 
autonomy of, Appendix A 
authority of, Appendix A 
composition of, Appendix A 
meetings of, Appendix A 
official activity of, Appendix A 
organization of, Appendix A 
purpose and authority of, Appendix A 
scope of, Appendix A 
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Accrediting Process: 
Appendix A; Appendix G 
disclosure and confidentiality, 
ethical standards, Appendix A 
privacy of, Appendix A 

Actions: 
accreditation deferred, 2-3-200 
accreditation denied , 2-3-300 
accreditation granted, 2-3-100 
accreditation withdrawn, 2-3-400 
accreditation withheld, 2-1-302 
admonition, 2-3-101 
general Council, 2-1-70 0; Title II, Chapter 3 
revocation, 2-3-401 
show cause, 2-3-403 
suspension, 2-3-402 

Administration: 
evidence of degrees, 3-1-302 
in general, 3-1-300 
management, 3-1-301 
master's degree, 3-6-300 co 3-6-302 
of programs, 3-1-511 
records, 3-1-303 

Administrative Staff: 
counseling and guidance, 3-1-441 
duties of, 3-1-202(6) 
library, 3-l-800(d); 3-3-401; 3-4-401; 
3-5-401; 3-6-701 
management, 3-1-202; 3-1-301 
student financial aid, 3-1-430 
student recruitment, 3-1-412 

Admission Policies: 
general standards, 3-1-411 
master's degrees, 3-6-600 to 3-6-603 

Admission Representatives: 
3-l-412(d) 

Admissions and Recruitment: 
3-1-410 

Admonition: 
2-3-101 

Advertising: 
3-1-703; Appendix C 

Annual Accountability Report: 
2-1-801 

Annual Financial Report: 
2-1-802 



Appeals: 
expenses of, 2-3-608 
hearing of, 2-3-500; 2-3-606 
process, 2-3-500; 2-3-600 
review board, 2-3-600 to 2-3-608 

App lication: 
for initial grant of accreditation, 2-1-200 
for renewal of accreditation, 2-1-300 

App lied Genera l Education: 
occupational associate degrees, 3-3-202 
definition of, Glossary 

Area of Concentration : 
definition of, Glossary 

Articulation Agreements: 
2-2-507 

Associate's Degree: 
Academic, Tide III, Chapter 4 
Occupational, Title III, Chapter 3 

Attendance : 
satisfactory progress, 3-1-420 

Audioconferencing: 
definition of, Glossary 

B 
Bachelor's Degree: 

educational activities, 3-5-200 to 3-5-204 
faculty, 3-5-300 to 3-5-304 
library, 3-5-400 to 3-5-406 
state author ity, 3-5-100 

Blended Course or Blended Learning: 
definition of, Glossary 

Board of Directors: 
Appendix A 

Branch Campus: 
definition of, 1-3-102; Glossary 
evaluation of, 2-2-102(a) 
notification of, 2-2-101 (a) 

Budget: 
general (institutiona l), 3-1-203 
general (library), 3-1-800 
general (library), academic, 3-4-402 
general (library), bachelor's, 3-5-402 
general (library), master's, 3-6-702 
general (library), nondegree, 3-2-204 
general (library), occupational, 3-3-402 

Bulletin Board System (BBS): 
definition of, Glossary 

Bylaws of ACICS: 
1-1-100; Appendix A 

C 
Cash Discounts: 

3-1-435 

Catalog: 
3-1-700 ro 3-1-702; Appendix C 

Category Grant : 
definition of, Glossary 

Certification: 
requirements, 3-1-500 

Change of Ownership or Contro l: 
general, 2-2-400 to 2-2-403 

Changes: 
administration, 3-1-301; Ti tle II, Chap ter 2 
facilities, 2-2-100 
location, 2-2-602 
name, 2-2-601 
ownership or control, 2-2-400 ro 2-2-403 
programs, 2-2-503 

Chat Room: 
definition of, Glossary 

Classification of Campuses: 
branch campus, 1-3-102 
general, 1-3-100 
main, 1-3-101 

Closing of (Campus) Institution: 
2-2-300 

Committees : 
Appendix A 

Community Resources: 
3-l-512(c) 

Commun ity Surveys: 
3-1-514 

Competency- Based Program 

definition of, Glossary 

Complaints and Adverse Information: 
general, 2-3-700 
grievance policy, 3-l-202(d) 

Computer-Assisted Instruction (CAI 
definition of, Glossary 
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Confident iality: 
Appendix A; Appendix G 

Connect Time: 
definition of, Glossary 

Consort ium Agreements: 
2-2-507 

Contracts with Unaccredited Institutions or Entities: 
2-2-506 

Copyright Laws: 
3-l-53l(d) 

Council Actions: 
accreditation granted, 2-3-100 
accreditation withdrawn, 2-3-400 
admonition, 2-3-101 
accreditation deferred, 2-3-200 
accreditat ion denied , 2-3-300 
denial of initial grant, 2-3-301 
denial of renewal of accreditation, 
branch campus, or change of 

ownership/control, 2-3-302 
general, 2-1-700 
or change of ownership/control, 2-3-302 
other denial actions, 2-3-303 
procedural guarantees, 2-3-404 
revocation , 2-3-401 
show-cause directive, 2-3-403 
suspension, 2-3-402 

Council Evaluation: 
2-1-603 

Counseling and Guidance: 
3-1-441 

Course: 
definition of, Glossary 
scheduling, 3-1-516 

Credentials Conferred: 
certificates, diplomas, degrees, 3-1-52 1 

Cred it: 
allocation, 3- 1-515 
clock hour conversion, 3- 1-515 
hours, definitions of, Glossary; 3-1-515 
transfer of, 3-1-4 13 

Curriculum: 
academic degree, 3-4-203 
bachelor's degree, 3-5-203 
evaluation and revision, 3-1-514 
general, 3-1-5 12 
master's degree, 3-6-404 
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occupat ional degree, 3-3-203 

D 
Debarment: 

2-3-1000 

Default Rate: 
2-1-810 

Deferral of Accreditation: 
2-3-200 

Degree (Education) Requirements: 
academic, 3-4-202 
bachelor's, 3-5-202 
master's, 3-6-403 
occupat ional, 3-3-202 

Degrees: 
conferring of, 3-1-52 1 
definition of, Glossary 
evidence of, 3-1-302 
faculty, 3-1-542 

Denial of Accreditation: 
2-3-300 

Direct Assessment Competency-Based Program 
Direct Assessment Competency-based Programs, 

3-1-505 
Definition, Glossary 
Appendix] 

Disclosure: 
Append ix G 
of Council decisions, Appendix A; 

Distance Education or Distance Learning : 
definition of, Glossary 
guidelines, Appendix H 

E 
Educat ional Activities: 

academic associate's degrees, 3-4-200 
bachelor's degrees, 3-5-200 
general standards, 3-1-500 to 3-5-544 
master's degrees, 3-6-400 
occupational associate's degrees, 3-3-200 

Educational Facilities: 
code requirements , 3- 1-602 
in general, 3 1 600 
plant and equipment, 3-1-601 

Educat ion or Study Abroad: 
3-1-500 



Electronic Learning or £-learning: 
definition of, Glossary 

Eligibility Criteria: 
degree credit requirements , 3-3-202; 3-4-202; 
3-5-202; 3-6-403 
minimum requirements, 1-2-1 00(a-i) 
state authority, 3-3-100; 3-4-100; 3-5-100; 
3-6-200 

Employment Assistance: 
3-l-44l(c) 

English as a Second Language: 
guidelines, Appendix F 

Enrollment: 
academic, 3-4-204 
agreements, 3-l-432(c) 
bachelor 's, 3-5-204 
master's, 3-6-405 
occupational, 3-3-204 

Equipment, Educational: 
3-1-5 31; 3-1-60 I 

Evaluation: 
authorization of, 1-2-1 00(h) 
by team, 2-1-500 
graduate applicants, 3-6-602 
nonmain campus, 2-2-102 
self (self-study), 2-1-204 
visiting team, 2-1-400 co 2-1-402 

Evaluation Standards: 
3-1-100 to 3-6-800 

Evaluation Team: 
compos ition of, 2-1-402 
evaluation of separately accredited programs, 
2-1-403 
staff member on, 2-1-404 
expenses of, 2- 1-405 
functions of, 2-1-502 
general, 2-1-400 
procedures, 2-1-503 
selection of team members, 2-1-40 I 

Evaluation Visit: 
post visit, 2-1-600 
schedul ing of, 2-1-205 
scope of, 2-1-501 

Evaluator Selection: 
2-1-400 

Extended Enrollment : 
(See Regular Student) 

Extracurricu lar Activities: 
3-1-442 

F 
Face-to-Face or F2F: 

definition of, Glossary 

Faculty: 
academic degree granting, 3-4-300 
administrative participat ion by, 3-1-301 
assignments , 3-2-104; 3-3-302; 3-4-302; 
bachelor's degree granting, 3-5-300 
curricula revision by, 3-1-514 
development, 3-1-543; Glossary 
field preparation, 3-2-102 
general, 3-1-540; 3-2-100; 3-3-300; 3-4-300; 
3-5-300; 3-6-500;3 5 302; 3-6-502 
in service training , Glossary 
master's degree granting, 3-6-500 
meetings, 3-1-544 
nondegree granting, 3-2-100 
occupa tional degree granting, 3-3-300 
preparation, 3- 1-541; 3-3-301; 3-4-301; 3-5-301; 
3-6-501 
professional growth, Glossary 
stability, 3-2-105; 3-3-304; 3-4-304; 3-5-304; 
3-6-504 
student teacher ratio, 3-2-105; 3-3-305, 
Appendix H (VII, (a)) 
subject preparation, 3-2-103 
teaching load, 3-2-101; 3-3-303 ; 3-4-303; 
3-5-503; 3-6-503 
verification of credentials, 3-1-542 
working cond itions, 3-1-531 

Federal Regulations: 
knowledge of and adherence to, 3-1-434; 
Appendix E 

Financial Report: 
annual, 2-1-802 
certified audit, 2-1-803 

Financial Stability: 
3-1-203 

Full-motion Video 
definition of, Glossary 

G 
General Education Requirements: 

academic degrees, 3-4-202; Glossary 
bachelor's degrees, 3-5-202; Glossary 
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master's degrees, 3-6-403; Glossary 
occupational degrees, 3-3-202; Glossary 

General Education: 
definition of, Glossary 

General Educa tion-Humanities : 
definition of, Glossary 

General Education-Mathematics and the Sciences: 
definition of, Glossary 

General Educa tion-Social Sciences: 
definition of, Glossary 

Grading System: 
3-l-303(e) 

Graduation Requirements: 
Appendix C; 3-1-420 
certification, 3-1-500 

Grants-in-Aid : 
3-1-431; Appendix E 

Guidance Services: 
3-1-441 

H 
Hearings: 

general, 2-3-500 
financial, 2-3-502 
format, 2-3-501 
procedures, 2-3-500(a) to 2-3-500(c); 
2-3-606 
review board, 2-3-600 to 2-3-608 

Home Institution: 
definition of, Glossary 

Host Institution: 
definition of, Glossary 

Hybrid Course or Hybrid Program: 
definition of, Glossary 

I 
Independent Study: 

definition of, Glossary 

Individual Differences of Students: 
3-1-512(6) 

Information Techno logy: 
definition of, Glossary; 3-2-200; 3-3-400; 
3-4-400; 3-5-400; 3-6-700 

Initial Application : 
application of, 2-1-202 
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general, 2-1-200 
preliminary review of, 2- 1-201 
resource visit of, 2-1-203 
self-evaluation of, 2-1-204 
schedu ling the visit of, 2- 1-205 

In Service Training: 
definition of, Glossary 
faculty development , 3- 1-543 
institutional changes (see "Procedures") 

Institutional Effectiveness: 
3-1- 110 to 3-1-1 I 3 

Institutions: 
classification/types of, 1-3-100 to 1-3- 103 
int egrity of, 3-1-202 

Instruction: 
general standards, 3-1-530 to 3-1-532 

Instructional Resources and Materials: 
academic degree, 3-4-400 co 3-4-406 
bachelor's degree, 3-5-400 co 3-5-406 
budget , 3-2-204, 3-3-402, 3-4,402, 3-5-402 
master's degrees, 3-6-700 to 3-6-706 
nondegree, 3-2-300 co 3-2-204 
occupational degree, 3-3-400 to 3-3-406 

Integrated Learning System or ILS 
definition of, Glossary 

Intermediate Review Comm ittee: 
2-1-602 

International Partnership Agreements: 
2-2-508, Appendix I 

L 
Learning Management System or LMS 

definition of, Glossary 

Learning Object: 
definition of, Glossary 

Legal Control and Organi zation: 
1-2-I00(b)(g); 3-1-201 

Library, Instruct ional Resources, Services, and 
Technology: 

academ ic associate's degrees, 3-4-400 to 
3-4-406 
acquisitions, 3 3-406; 3-4-406; 3-5-406; 
3-6-706 
bachelor 's degrees, 3-5-400 to 3-5-406 
budget, 3-2-204; 3-3-402 ; 3-4-402; 3-5-402; 
3-6-702 



Loan: 

disrribution of, 3-2-202 
function, 3-3-403; 3-4-403; 3-5-403; 3-6-703 
general, 3-1-800; 3-2-200; 3-3-400; 3-4-400; 
3-5-400; 3-6-700 
holdings, 3-3-405; 3-4-405; 3-5-405; 3-6-705 
inventory, 3-2-203 
master's degrees, 3-6-700 to 3-6-706 
occupational associate's degrees, 3-3-400 to 
3-3-406 
references, 3-2-201 
staff, 3-3-401; 3-4-401; 3-5-401; 3-6-701 
use and accessibility, 3-3-404; 3-4-404; 
3-5-404; 3-6-704 

definition of, Glossary; 3-1-431; Appendix E 

Lower Division Course: 
definition of, Glossary 

M 
Maintaining Accreditation: 

annual institutional report, 2-1-801 
annual financial report, 2-1-802 
audited financial statements, 2-1-803 
general, 2-1-800 
payment of fees, 2-1-804; Appendix A 

Master's Education: 
admissions, 3-6-600 to 3-6-604 
educational activities, 3-6-400 to 3-6-405 
faculty, 3-6-500 to 3-6-504 
library, 3-6-700 to 3-6-706 
nature of, 3-6-100 
organization and administration, 3-6-300 to 
3-6-302 
publications, 3-6-800 
state authority, 3-6-200 

Meetings: 
Counc il, Appendix A 
faculty, 3-1-544 
review board for appeals, 2-3-600 to 2-3-608 

Membership of Faculty: 
in professional associations, 3-1-543 

Methods of Instruction: 
3-1-530 

Minimal Eligibility Requirements: 
1-2-100 (a-i) 

Mission: 
bachelor's and master's education, 3-5-201; 

N 

3-6-401 
disclosure, 3-1-101 
general, 3-1-100 
implementation, 3-1-102 

Need-based Grant: 
definition of, Glossary 

Renewal of Accreditation: 
application, 2-1-301 
general, 2-1-300 
withhold ing of, 2-1-302 

Nondegree Programs : 
faculty, 3-2-100 to 3-2- 105 
instructional resources, 3-2-200 to 3-2-204 

Nonmain Campus: 
evaluation of, 2-2-102 
general, 2-2-100 
notification of, 2-2-101 
termination or substantial change of, 2-2-103 

Nonregular Student: 
(See Regular Student) 

Nontraditional Education: 

0 

Course Measurement, 3-1-515 
Guidelines, Appendix H 

Objectives: 
academic degrees, 3-4-201 
bachelor's degrees, 3-5-201 
general, 3-1-100 
master's degrees, 3-6-401 
occupa tional degrees, 3-3-201 

Occupational Degrees: 
educational activities, 3-3-201 to 3-3-204 
faculty, 3-3-300 to 3-3-305 
library, 3-3-400 to 3-3-406 
state authority, 3-3-100 

Online Learning: 
definition of, Glossary 

Organization: 
Council, Appendix A 
disclosure, 3-1-201 
financial stability, 3-1-203 
in general, 3-1-200 
integrity, 3- 1-202 
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master's degree, 3-6-300 to 3-6-302 

Orientation : 
3-1-441 

Ownership (or Control): 
change of, 2-2-40 I 
corporate structure, 1-2-lO0(g) 

p 
Physical Plant: 

3-1-601 

Placement: 
of students, 3-1-441 (c) 
rate, 2-1-809; 3-1-111 

Post Visit Procedures: 
commission and council review, 2-1-603 
general, 2-1-600 
int ermediate review, 2-1-602 
opportunity to respond, 2-1-601 

Preliminary Review: 
initi al applicants for accreditation, 2-1-201 

Prerequisites: 
3-1-513(6); 3-3-204; 3-4-204 

President of Council: 
Appendix A 

Probation: 
general, 2-3-800 
imposition, 2-3-801 
lifting of, 2-3-803 
notification of, 2-3-804 
result of, 2-3-802 
student (academic); 3-l-423(c); Glossary 

Procedural Guarantees: 
accreditation withdrawn, 2-3-400 to 2-3-404 
in general, 2-3-404 

Procedures: 
for accreditation (initial), 2-1-100 to 2-1-205 
for accreditation (renewal of accreditation), 

2-1-300 to 2-1-302 
for appeals (see "Appeals") 
for approval of scholarships, grants, and loans, 

3-l-43l(b)(c); Appendix E 
for branch location to main campus 

reclassification, 2-2-20 l 
for change of name or location, 2-2-601; 2-2-602 
for change of ownership or control , 

2-2-400 to 2-2-403 
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for closing an institution, 2-2-300 
for degree granting status, 1-3-100 to 1-3-103; 

3- 1-521 
for evaluation teams, 2-1-400 
for handling compla ints, 2-3-700 
for hearings (see "Hearings") 
for new progran1s evaluation of, 2-2-501 
for nonmain campus evaluation of, 2-2-102; 
initiation of, 2-2-101; termination of, 2-2-103 
for renewal of accreditation: 
2-3-100; 2-3-10 I, 2-3-100; 2-3-10 I 

for Review Board for Appeals, 2-3-600 

Professional Growth: 
definition of, Glossary 

Program Administration: 
3-1-511 

Programs: 
administration of, 3-1-511 
changes to, 2-2-503 
course and program measurement, 3-1-515 
definition of, Glossary 
development of, 3-1-513 
evaluation of, 3-1-514 
higher credential, 2-2-502 
length and tuition and fees, 2-1-807 
new 2-2-501 
planning of, 3-1-512 
termination of, 2-2-504 

Progress: 
of student, 3-l-303(e); 3-1-420 to 3-1-423 

Public Participation: 
1-1-300 

Publication: 
of grant of accreditation, 2-1-806 
of Review Board decisions, 2-3-600 to 2-3-608 
of withdrawal act ion pend ing appeal, 2-3-604 

Publicat ions: 

R 

advertising, 3-1-703; Appendix C 
Appendix C 
catalog, 3-1-70 I; Appendix C 
general, 3-1-700; 3-6-800; Appendix C 
master's programs, 3-6-800 
multiple school catalog, 3-1-702; 

Redesignation of Campuses: 
branch location to main campus, 2-2-201 



reassignment of campuses, 2-2-202 

Recognition: 
1-1-200 

Record, Transcript of H earing: 
2-3-500(c); 2-3-605 

Records: 
administrative operations, 3- 1-303(a) 
faculty, 3-1-542 
in general, 3-1-303 
safety of, 3-1-303(f) 
student, 3-1-303(6) to (g) 

Recruitment: 
of student s, 3- 1-412 

Refunds: 
policy, 3-1-433 

Regular Student: 
3-1-420 to 3-1-423 
definition of, Glossary 

Relations with Students : 
adm inistration of student financial aid, 3- 1-434 
admissions, 3-1-41 1 
cash discount s, 3- 1-435 
counseling and guidance, 3-1-441 
satisfactory progress, disclosure, 3- 1-422 
satisfactory progress, elements, 3- 1-423 
extracur ricular activities, 3-1-442 
financial relations, 3-1-430 
general, 3-1-400 
institutional grants, 3-1-431; Appendix E 
institu tional loans, 3-1-43 1; Appendix E 
recruitment, 3-1-412 
refund pol icy, 3-1-433 
satisfactory progress standards , 3-1-420 to 
3-1-423, Append ix D 
scholarships, 3-1-431 ; Appendix E 
student services, 3- 1-440 
transfer of credit, 3-1-413 
tuit ion and charges, 3- 1-432 

Renewal of Accreditation: 
2-3-100; 2-3- 101 

Reports : 
ann ual and inter im, 2-1-80 1 to 2-1-808 
by visiting team , 2-1-502 
financial, 3- 1-203 

Resource Visit: 
2-1-203 

Resources (of Community) : 

3-l-512(c) 

Response to Team Report: 
2-1-601 

Retention : 
emphasis on, 3-1-44 1(6) 
rates, 2-1-809 ; 3-1-111 

Review Board for Appeals: 
accreditation withdrawn, 2-3-400 
appeal, 2-3-600 
appo int ment of members, 2-3-602 
Council receipt of decisions, 2-3-607 
decisions of, 2-3-606 
expenses of hearing, 2-3-608 
hearing of appeal, 2-3-605 
jurisdiction and authority , 2-3-603 
request for appeal, 2-3-604 

Reviews: 
intermediate (post visit), 2-1-602 
p relimin ary, 2- 1-20 1 

Revocation (of Accreditation): 
2-3-401 

s 
Safety: 

of facilities, 3-1-601 
of records, 3-1-303(f) 

Satisfactory Progress Standards : 
3-1-420 to 3-1-423; Appendix D 

Scalability: 
definit ion of, Glossary 

Scheduling (course): 
3-1-516 

Scholarships : 
Append ix E 
definition of, Glossary; 3-1-431; 

School Plant: 
general, 3- 1-600 
physical requirements, 3-1-601 

Self Evaluation (Self Study) : 
2-1-204 

Self-paced Instruct ion: 
definition of, Glossary 
guidelines, Appendix H 

Simulations: 
definit ion of, Glossary 
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Special (and FACT) Visits: 
2-3-900 

Stability, Financial: 
3-1-203 

Scaff: 
administrative, 3-1-202(6); 3-1-300 to 

3-1-302; 3-l-412(a)(c)(d); 3-1-435; 3-1-441 
teaching, 3-1-202(6); 3-1-540; 3-2-100 to 
3-2-105; 3-3-300 co 3-3-305; 3-4-300 to 

3-4-304; 3-5-300 to 3-5-304; 3-6-500 to 
3-6-504 

Standing Committees, Council : 
Appendix A 

State Authority (for granting credentials): 
academ ic degrees, 3-4-100 
bachelor's degrees, 3-5-100 
master's degrees, 3-6-200 
occupational degrees, 3-3-100 

State Laws: 
knowledge of and adherence to, 

3- l-412(c); 3-1-431; 3-1-434; 
3-1-500; 3-1-602 

Student Financial Aid: 
3-1-430; 3-1-435 

Student Loan Repayment: 
3-1-43 1 (c) 

Student Services: 
counseling, 3-1-303(6); 3-1-441 
emp loyment assistance, 3-1-441 (c) 
extracurricular activities, 3-1-442 
guidance, 3-1-303(6); 3-1-441 
in general, 3-1-400 
orientation, 3-1-441 

Student Teacher Ratios: 
academic degree, 3-4-302 
bachelor's degree, 3-5-302 
master's degree, 3-6-502 
nondegree granting, 3-2-105 
occupational degree, 3-3-305 

Study Abroad: (See Education or Study Abroad) 

Suspension: 
of accreditation, 2-3-402 

Syllabus: 
definition of, Glossary; 3-1-513 (a) 

Synchronous Interactions: 
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definition of, Glossary 

T 
Teaching Load: 

academic degree granting, 3-4-303 
bachelor's degree granting, 3-5-303 
master's degree granting, 3-6-503 
nondegree granting, 3-2-10 I 
occupational degree granting, 3-3-303 

Teachout: 
2-2-303 

Team Functions and Procedures : 
compositions of teams, 2-1-402 
expenses, 2-1-405 
functions, 2-1-501 
general, 2-1-500 
procedures, 2-1-502 
selection of team members, 2-1-40 l 
scope of visit, 2-1-404 
staff member on visit, 2-1-403 

Terminal Degree: 
definition of, Glossary 

Threaded Discussions: 
definition of, Glossary 

Transcrip ts: 
of professional staff, 3-1-302 
of students, 3-1-303 
of teaching staff, 3-1-542 

Transfer of Credits: 
evaluation of, 3-1-413 
in general, 3-1-512(6) 
master's programs, 3-6-603 

Tuit ion and Fees: 
3-1-430 to 3-1-435 

u 
Unannounced Visit : 

2-1-805; Appendix B 
Upper Division Course: 

definition of, Glossary 

V 
Validated Test: 

definition of, Glossary 



scores for, 3-1-303(6) 

Videoconferencing : 
definition of, Glossary 

Visiting Team (see "Evaluation Team") 

w 
Webinar : 

definition of, Glossary 

Withdrawal: 
definition of, Glossary 
of accreditation, 2-3-400 to 2-3-404 

Withholding: 
of accreditation, 2-3-300 

Working Conditions: 
of faculty, 3-1-531 
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Criteria Revisions 
The following criteria have been accepted as final with the modified date noted (new language is underlined, deleted 
language is struck): 

Section Criteria Revision Date 

2-3-200 - ACCREDITA· 

T ION D EFERRED OR 

CoNDITIONED 

2 -3-2 1 0. Deferral . 

When Council determines there is insufficient evidence available to make a decision, they may 
defer action until a lacer dace pend ing receipt of additional information. In such cases, the Council 
will provide in writing the reasons for the deferral, state what the institution needs to provide with 
sufficient rime for che institutio n to respond, and specify che response date. Based on the nature 
and/or number of identified deficiencies, the Council may require arcendance of key administra 
tors at a workshop and/or consultation. 

Deferral is, in effe.ct, "no action at chis time" and is not a negative action . Therefore, deferra l is not 
an appealab le action. Neither is a deferral a final action. In all cases of deferral on reevaluation of 
accredited institut ions, the Counc il will extend the present grant of accreditation for a period 
sufficient for the insticution to provide the information needed. inclnding time f01 p10ccdmal due 
p1ocess followi11g the Cou11cil's 1e,ie1v of cl1e i11fou11ation not to excecJ twcl,e 111011tlis, if cl,e 
longes t p1ogran1 is less than one year in length , eighteen ntonchs , if die longest p1og ra111 is at least 

one yca1, but less cl.au two yca1s in lcugtlr, and tHV yca1s, if cite lo11gcst p1og1a111 is at least two 
years in length. 

2-3-220. When the Counc il determines that an institution is not in complia nce with the Accreditation 
Compliance Warning. Criteria, the Council will issue a compliance warn ing. lhe institm ion will be provided in writi ng 

with the areas of noncompliance and will be required to demonstrate corrective action for review 
byACICS . 

A show-cause direct ive or a denial action/suspens ion order may be issued by ACICS as the result of 
this review as described in Section 2-3 -230 or 2-3-402. Following receipt of a compliance warning, 
the institut ion must bring itself into comp liance within the time frames specified in T itle II, 
Chapter 3, or the institution will be subject to a final adverse action. 

When the reasons for rhe compliance warn ing are satisfied, the action may be lifred eirher by the 
President in cases where no evaluation is involved or by the ACICS Counci l in cases where 
evaluation of additional materia l is required and following such evaluation. 

Effective January 1, 2016 
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Section Criteria Revision Date 

2-3-463230. 
Show-C ause 
Directive. 

When rhe Council determines rhar an institution is nor in com pliance, and is unlikely ro become 
in compliance, acc1cdicacio11 of ail iuscicucio11 is subject co suspcusiou action (other chau sununat y 
suspension under Section 2-2-301) because the Council clcccunincs has tcason co believe chat the 
institution is not, 01 1uay uot be, i11 co111pliaucc \.Vith the Accreditation Criteria, the institution wi ll 

be provided in writing with rhe a:llcgccl clcficic11cics .treas of noncompliance and will be invited to 
"show cause" why ics accredicacion shou ld not be suspended or orhenvise condicioned. 

A show-cause directive is not a negative or cond ition ing action. Rather, it is issued co an institution 
for it to come forward and prove chat a negative or conditioning action should not be taken. 
However, tThe opportunity co show cause before the Council will be cons idered to be a hearing as 
defined in Section 2-3-500 . A suspension order or denial action may be issued by ACICS as rhe 
result of this hearing , and such action is considered a final act ion which may only be appealed co 
the Review Board of Appeals as described in Section 2-3-60 0. Following receipt of a show-cause 
directive, the institut ion muse bring itself into com pliance within the time frames specified in Title 
II, Chapter 3, or the institut ion will be subject ro final adverse action. 

In many circum stances, it is possible for an inscicucion to respond to a show-cause directive in 
writing by which it demonstrates correction of rhe condition upon which rhe directive was based. 
W hen the reasons for the show-cause are satisfied, che directive may be lifted either by the 
President in cases where no evaluation is involved or by ACICS in cases where evaluat ion of 
additiona l materia l is required and following such evaluation. All insritucions dir ected by che 
Council to show cause why their accreditation should nor be suspended or otherwise conditioned 
will be direcced co submi t a schoo l closure plan and may be required co submit a teach-out 
agreement as described in Section 2-2-303 of rhe Accreditation Criteria. 

2-3-600240 - Probation is a status chat che Council may impose on an institution if che insrirurion is unable co 

P ROBATION demonst rate rhar it consistent ly operates in accordance with the Accreditation Criteria. 

2-3-S&f-241. Probat ion may be imposed by the Council either when it continu es a show-cause direct ive after at 
Impo sitio n. least one hearing either in person or in writing, or after an institution has not ified the Council rhar 

it intends to appeal a denial action. 

2-3-86l242. Result of The Counci l will not accept any applications for new programs or new campu ses from any 
Probatio n. institution on probation un less the institution receives approval in advance to subm it such an 

app licat ion. 

2-3-863243. Probat ion does nor expire automatical ly. Instead, the institution is obligated to demon , strare to 
Probation Lifted. the Coun cil that the condition s or circumsta nces which initially led to the imposition of probation 

have been corrected before probation will be lifted. Probation may be continued even if the 
show-cause directive has been vacated. The Counc il may order a special visit at the institution's 
expense before lifting probation. 

2-3-864 .244. The Counc il will not ify the U.S. Secretary of Education, app ropriate state regulatory agencies, 
Noti ficatio n of other appropria te accrediting agencies, and the public of its decision to place an institution on 
Probation. probation . The inst itu tion is required to notify imm ediately in writing ics curr ent and prospective 

students that it has been placed on probation by its accrediting agency. 
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Section Criteria Revision Date 

2-1-300 . Renewal of 
Accreditation. 

2- 1-807. Program 
Length and Tuitio n 
and Fees. 

2-3-300 - Accredi tation Denie d 

2-3-400 - Accredi tation Withdrawn 

2-3-4e41Q}. Procedural Guarantees for Wi thdrawal by Suspension. 

2-3-900800 - Special and Fact Visits 

2-3-M00900 - Debarment 

It is the responsibility of the insti tution to file an applicat ion and remit the appropria te fees for a 
renewal of accredira, tion by September 30th of the year prior co the last year of the grant of 
accreditation. This also involves submission of the insti tution 's renewal self-study, with support ing 
documents. Institutions that have nor submitted a renewal self-study by December I st of the year 
preceding expiration of the grant, and have not requested and received an appropriate extension or 
notified the Cou ncil of intent co volunta rily withdraw its accreditation, may be issued a compli
ance warning directed to show cause why its <1cc1cclitatio11 shou ld not be withcha wn, suspended , 01 

ochct wise co11dicio11cd .... 

ACICS will determine average program lengt hs and tuition and fees ann ually based on informa
tion collected in the Annual Accounta bi lity Reports and will provide these data to all accred, ited 
institutio ns. Inst itut ions with program lengths chat are more than one srandard deviation from the 
average will be requ ired to submi t an explanation for the deviation. If the Cou ncil does not accept 
the explanation, it may require a consu ltation bet\veen ACICS and the institut ion , direct an 
on-site evaluat ion, issued show-cause di,eccive complia nce warning. or with hold inclusion of the 
program from the institut ion's current grant of accreditation . 
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2-1-808. 
Financial Review. 

2-2- 12 1. Changes to 
Exist ing Programs. 

The Council reviews the Annual Financ ial Report , audited financia l statements, and ocher relevant 
information co mo nitor each inscicucion's financial condition. When this review indicates chat an 
institution 's financial condi tion may be weak or deteriora ting, the Council will require the 
institution co furnish Qua rterly Financial Reports, a Financial Imp rovement Plan, or other interim 
narrative reports chat demonstrate the actions the inscicucion is caking to improve its financial 
condit ion. If the Council determines che institut ion no longer complies wich che Co uncil's 
requirements for financia l stability, the Council will issue a compliance warning, issue a show
cause directive, or othe rwise take negative act io n and require the institution to demonstrate 
comp liance within the time frames de.scribed in Tide II, Chap ter 3. These time frames may be 
extended at the sole discretion of the Council for good cause, including evidence char there has 
been significant improvement in the deficient area(s) and the applicable time frame does not 
provide sufficient time co demonstrate full compliance, e.g., sign ificant improvement in financial 
stability. lnscicucions chat are required to submit interim financia l reports or chat are determ ined to 

be out of comp li,ance wich che Council's standa rds for financial stab ility are considered to be on 
financia l review and are subj ect to addi tiona l restrictions regarding the initiation of branches and 
learning sites. 

Changes to existing or currently approved programs fall under (a) extensive changes and (b) 
non -substantive changes. 

(a) Extensive Changes. An extensive change to existing program application process must be 
initiate d and approva l received pr ior to implementation . Failure to do so will result in a 
sho w-wus c "ction comp liance warning for offering an unapproved program. The following 
changes will be considered substantive changes to the institution's scope of accreditation and 
require approval per Section 2-2- 100 Substantive Changes: 

(i.) A 25% increase in the number of clock or credit hours awarded for successful 
completion of an existing program. 

(ii.) a change from clock hours to credit hours 

Modified 

i/1/2016 

2-3-700 - Co mplaints 1/1/2016 
and Adverse 
Information The role of the Counci l in resolving compla ints and investigating adverse information is co 

determine whether the insticucion is out of compliance with one or more accredit ing standards to 

which the compla int is add ressed or co which the adverse information applies. After such 
determination , AC! CS may then do one of che following: 

(a) dismiss che compla int or terminate furthe r investigation of the adverse information; 

(b) postpone a final action on che compla int or adverse information if there is evidence chat 
the instit ution is making progress to rectify the situation or if more investigation is 
necessary; or 

(c) notify the inscicucion chat, on the basis of information available, ACICS has determined 
that the institution is failing to comply with the Accredit.ition Cr iteria and chat the 
institution is: 

(i) issued a comp liance warning 

(ii) directed to show cause why its accreditation should not be suspen ded, revoked, or 
otherw ise con di tioned; 

(iii) directed to submit a report ro AC! CS derailing plans for rectifying the area(s) of 
noncompliance; or 

(iyn) directed to unde rgo a special on site evaluat ion .. 

The Council will inform the comp lainant of the determina tion by the Council and the disposition 
of che complai nt. 
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Section Criteria Revision Date 

Appendix E - Guide
lines for Institution
ally Funded Student 
Aid 

3-7-502. 
Assignments. 

In evaluating instirutionally funded scudent aid, ACICS will consider the characteristics listed 
below. These characrerisrics are nor listed in any prior ity order. Any insticurion whose aid program 
is not in accordance with any or all of these characteristics may be subject to a comp liance 
~i,cctivc by ACICS to show cause why its graut ofacc,cdi tatiou shou ld uo t be suspc11dcd, 
tcvokecl, 01 ochet wise conditioned. The greater the numb er of these characteristics evident in an 
institution's granc program, the greater the presumption of accepcabiliry. ACICS will, however, 
review each inst itut iona l grant program in its entirety. 

Faculty shall be assigned iu tct1t1s of chci1 u1ajo1 and n1hroi atcas ofacadcuric p1cpa1adot1 and 

related cx pc1icncc. 1hc size of tlrc facahy shaH be app1op1iatc fo1 the cn 10Hn1cn t. AH du cto1atc 

p1og1a1n faculty slroald have apptoptia tc g1aduatc and tc11uiu.rl dcg1ccs. 1\ll coutscs a1c to be 
t<lught by faculty possessing tcuninal degrees. Professional cc1ti6catio11 is not a substitute fut a 
tu1ninal dcg1cc.1l1c iustitudou aJso should cncoutagc faculty 111t1ubus co engage in p1accical 01 

scholarly rcscatch and to publish in professional journals. 

lhe principal faculty 111cu1bers 111usc possess doccoral/cennina:l professional degrees front accredited 

institutions. 11.csc individuals also 111ust dc111011sua cc cxpcttisc in tl.c field of study tauglit and 
possess appl icable expeticncc in panicipating in a doctorate degree p1ogran1. 

All doctora l degree courses shall be taught by faculzy possessing doctora l or term inal professional 
degrees, related to the courses taught, from accredited or government -recognized interna tional 
institution s. These individuals also muse demonstrate expertise in the field of study caught, possess 
applicable professional experience for participating in a doctoral degree program and maintain 
current professional certification in their discipline, where applicable. 

Faculty shall be assigned in terms of their major and minor areas of academic prepara tion, related 
professional experience, and appropriate required professional certification to practice in the field. 
The size of the faculty shall be appropriate for the enrollment in the program. The institut ion shall 
demonstrate tha t faculzy members are engaged in practica l or scholarly research and are encour 
aged to publish in professional journals. 
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2-2-110. Evaluation, 
Approval and 
Monitoring of 
Substantive Chang e 
Activity. 

All activity for which approval is sought will be evaluated by ACICS before approval is granted. 
Following is a description of those evaluations. 

(a) Branch Campus. Initial inclu sion of a branc h campus within the scope of the accreditation of 
the institution may be granted by the P,csidcnt upon receipt of all requ ired information. An 
institution proposing the initiation of a new location must follow the procedures as outlined by 
the Council and disclosed on its website. A new location must receive initia l inclusion before 
advert ising, recruiting, or enro lling students at the proposed location. The Counc il reserves the 
right to require a preliminary visit to any potential branch campus prior co the granting of in itial 
inclusion . 

A branch camp us that is granted initial inclusiou by the P1csiclcnt will be required co undergo a 
verification visit with in six months after the in itial class start dare. Following th is visit, che Council 
may require the insricurion to submit additional information co satisfy areas of concern identifi ed 
during the evaluation. 

A decision 1tga1ding the final inclusion ofa b1 ancl1 taliipus "il l be liiade by the Council in full 
session fullowing a visit by an evaluation tcarn. Prior to the final inclusion visit, the chief on-site 

adliiiniwato1 of the location "ill be 1equi1ed co accwd an Acueditat ion '~fo1kshop and to subliiit 
add itiona l docu111uttacio11 as o uclincd and disclosed 011 the ACICS ~ lcb site. 11.c evaluation will 

11on11ally be scheduled fu1 twd,e co eighcee11 liiOnths afce1 the i11itial class stalt date a11d "ill be 
w nducccd by a cca111 ufcva::luacors dccc11ni11cd by the size of the ins titu tion , the type and 11u111bu 

ofp 1og1aliiS bei11g offi.1ed, and od1t1 special ci1culiiStances. ldwtification of significant deficiencies 
dating the verification or final inclusion visits can 1csu.lt in an hnrncdiatc show-cause dhcctivc to 
the institution. 

On ly after a determination of acceptability, cithc1 at the initi,cl ot final inclusion level, and 
not ification ro the institution of che decision, may the institution consider an l! branch campus ro 
be included within the scope of the inscicucion's grant of accreditation. If approval is withheld , the 
withhold ing may be created as a deferral or a denial, based on circumstances, and the institution 
may exercise its due process rights as outlined in Tide II, Chapter 3. 

(b) Learning Site. lhe President is authorized co evaluate and approve additions to a main or 
branch campu ses that are apart from the primary location of that camp us. Educationa l activities at 
a learning site are eligible to be evaluated for inclusion with in the scope of the accreditation of the 
managing campus provided that the learn ing site has been established ro meet a specific educa 
tional need or condition and is auchor ized by the appropriate governmental education auchoriry, if 
app licable. 

The managing campus pcoposing che initiation of a learning sire must submit a Learning Sire 
Application. The managing campus muse assure the Council that che educational activities at che 
learning sire complement the overall objectives of the institution. Based on its review of the 
app lication materials, ACICS may (1) grant fur.tl-inclusion of the learning site or (2) deny the 
application. 

A learning site chat is granted futat inclusio .. by the P1tsidcnt will be req uired co undergo a 
verification visit with in six months after the initial class start date if 50% or more of a program will 
be offered at the site. Following this visit, che Council may require the institution co submit 
add itiona l information ro satisfy areas of concern identified du ring the evaluat ion. 

All additions to the camp uses of an insticution are evaluated during an insricution 's regular 
evaluation for a renewal of accred itation. 
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2-3- 1000 -
D ebarment 

lhe Council may bar a person or enri i:y, includin g spouses and closely related family grou ps as 
defined in Seccion 2-2-40 I, from being an owner, or senior administrator manager, or governing 
board membe r of an ACICS -accredited institution if that person or enricy was found guilrv of 
fraudulent or criminal behavior. was debarred by a government agency or an accred iting agency. or 
was an owne1, 01 manager senior admi nistrator . or governing board member of an institution that 
lose its accreditation as a result of a denial or suspension accion or char closed without provid,ing a 
teach-out or refunds to srudents matriculating at the tim e of closure. 

The Council will nocify the a pc1s011, vi person(s) or entii:y whom it intends to bar as che result of 
denia l or suspe nsion actio n within four months following the loss of the instit uti on's accred itation. 
Ir will not ify ch-. a pctson , vi person(s) or enricy whom it intends to bar as the result of the closing 
of an instit ution within a reasonab le period of time following rhe dosi.,,e, 110 1111a:lly 11or 11101c d1a11 
six n1011d1s following the dusu1c of the inst itution. In each case, rhe Council will fonvar d an intent 

co bar notice by both exp= electroni c and fim class cert ified mail to the last institutional mailing 
address known to the Council, unless the Co uncil has received updated mailin g informat ion 
following the inst itu tion's closure or loss of accred itat ion . Those individua ls or entit ies will be 
considered notified when the Cou ncil has forwarded the intent to bar noti ce in accordance with 
these procedures. 

lhe inrent to bar notice will inform the person(s) or ent ity that they are enrided to present 
in forma tion and materials in wririn!; vi in pctson co challenge the intent to bar ac che next 
scheduled meeting of the Council. The notice will stipulate that if they intend to challenge the 
in tent co bar, rhe person(s) or entii;y muse inform rhe Co uncil office in writing within ten days of 
receipt of the notice as to whcthct they dcsirc a pc1s011al appcatancc bcfotc the Council , 01 
whecher they will chal lenge the intent to bar in writi ng. A debarment order may be issued by the 
Council as a result of its consideration of the facts presenred. Notice of the Council 's decision will 
be sent to the individual(s) by electronic a11d fitsr-class di1d certified mail wirhi11 ten days following 
their challenge before the Council. 

The Council retains final discret ion to establish the terms and leng th of the debarment. lhe length 
of debarment will vary depe nding on the circumstances char led co the debarment decision, bur it 
typicaHy will be for a period of at least one ycat and 1101 mvic than three years. Individual 
circumstances may justify a longer period of debarment. 

A person vi Person(s) or entitie s barred by the Council may app eal thi s decision to the Council in 
accordance wich such debar.menr appea ls procedures as rhe Counc il may establish. The Co uncil's 
decision is final if the person ~ elects not to appeal within ten davs of Council notifi cation 
or if rhe Cou ncil affirms its decision following appea l, and no addition al appea l righrs are available 
under these procedures. 

Mtu considuing an individua:I 01 entity's drallcngc to the intent to bat o r when no challenge is 
p1cswtcd, rite Cou ncil's dccisio11 to bat a11 i11di,idual is fi11al. No appeal 1igltrs a1e a,ailablc u11dc1 
d1ese p1ocedu1cs . 

2- 1-809. Student The Co un cil reviews the Ca mp us Accountability Report (CAR) and Institutional Accountabi lity 
Achievement Review. Report (!AR) to monitor performance in terms of stud ent achievement at both the campus and 

program levels. Measures will include rete ntion; placement; and licensu re pass rates, if app licable. 
When chis review indicates chat student achievement is below Counci l standards . the Cou ncil will 
require the institut io n to add an Improvement Plan within its Campus Effectiveness Plan (CEP) 
and/or Institutional Effectiveness Plan (IEP). If the Council determines the institution 110 lo11gc1 
compli-cs is out of comp liance with the Counc il's requirement for stu dent achievement, the 
Council wilJ issue a Compliance Warning a show -cause ditcccive, 01 othu wise take action and 

require the institut io n to demo nstrate com pliance with the next year's CAR subm ission the ti111e 
f1J111es dcsuibed in Tide II, Chaptct 3. lhcsc This time frames may be extended at the sole 
discretion of the Co un cil for good cause, includ ing evidence that there has been significant 
impro vement in the deficient area(s) and the applicab le time frame does not provide sufficient time 
to demonstrate full compli ance, e.g., impr ovement in retent ion, placement, or licensure pass rates. 
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2-3-200 
Accreditation 
Deferred 

Bylaws 

ARTICLE IV 
Elections, Terms, 
Vacancies, Removal, 
Resignations, and 
Compensation 

3-1-500 -
EDUCATIONAL 
ACTIVITIES 

When Council determines an i11stitutio11 is nttasurccl against the c1icc1ia and is found to be in 
matginal compliance, 01 there is insufficienc evidence availabk fot the Council co make a decision, 
ACICS may they mav defer action until a later dat e pending receipt of additional information. In 
such cases, t\:€I€5 the Council will provide in writing the reasons for the deferral, scare what rhe 
institution needs to provide. provide sufficient time for the institution to respond and invite-a

tesponse co the findings by a specil)'.ic the tcsponse Jace. Based on rhe narurc and/or numbe r of 
identified deficiencies, the Council mav require attendance of kev administrators at a workshop 
and/or consulracion. 

Deferra l is, in effect, "no action at this time" and is not a negative action. Therefore, deferral is not 
an appea lable action . Neither is a deferra l a final action. In all cases of deferral on reevaluation of 
accredited institutions, the Cou ncil will extend the present grant of accred itation for a period 
sufficient for rhe institution to provide rhe information needed, including time for procedural due 
process following the Counci l's review of the information not co exceed twelve months, if the 
longest program is less than one year in lengt h; eighteen months, if the longest program is at least 
one year, but less than two years in lengt h; and two years, if the longest program is at least two 
years in length. 

Term of service as a comm issioner shall be five years. A person elected or appoi nted to fill a term of 
less than two and one-half years is entitled to apply for nominat ion and election or appo intment to 
a full term. Upon completion of a commi ssioner's term, the commissioner shall not be eligible to 
serve another full term thro ugh election or appointment un til three (3) years have elapsed. 
However, a comm issione r appoint ment to comp lete a vacated rerm, in fu ll or part, is nor sub ject ro 
the three-year (3) waiting period. I lowcvu, a A commissioner who is elected to the Office of 
Chair -Elect in the final year of chat commi ssioner's term sha ll have that term extended for one year 
to allow service as the Chair of the Council to be fulfilled. If nominated, public representatives 
may serve one additiona l appointm ent without the three-year waiting period. 

The major index of an institution 's quality is the effectiveness of its educational program. The 
educational program muse be consistent wit h che stated mission, be adequate in breadth and 
context to achieve it, and produ ce measurable results. Ics educational activities, whether residential 
or otherwise and whether group or individually oriented , shall include definable instruction, 
interaction, and evaluation. A second index of insti tut ional quality is the resources available co 
instructors and students. 

The third index ofa n institut ion's quality is the competence of its faculty The effectiveness of any 
institurion depends upon contemporary reaching strategies and practices and up on rhe knowledge, 

ability, and comm itment of its faculty. The selection, orientation, guidance, stimulat ion, and evalu
ation of rhe teaching sea ff are among the most significant respon sibi lities of rhe adm inistration. 

The faculty should act ively part icipate in developing the total educational program of the 
institurion. 
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3- 1-501. Faculty 
Involvement in 
Academic Gover
nance. 

3-1-503. Specialized/ 
Programmarically 
Accredited Programs . 

3-1-504. Education 

or Study Abroad 
Activit ies 

3-1-505. Direct 
Assessment Compe
tency-based Pro-

lhe faculty shall have a clear responsibility. distinct from char of developing insriruriona l policy. co 
participate in admin istering and implementing policy. especially as ir pertains ro academ ic affairs. 
lhe institution shall adopt and publish a policy on rhe responsibility and amhoriry of faculty in 
marrers of academic governance. Ar a minimum. rhe policy should address rhe role of faculi;y in: 

(a) the development of the educat ional program of the institut ion; 

(b) the selection of cou rse mate rials, instructional equipment and other educ;irion al 
resources; 

(c) systematic evaluation and revision of rhe curriculum; 

(d) assessmem of srudem learning outcomes; and 

(e) planni ng for instiruriona l effectiveness. 

Where accreditation of a program by a specialized or programmat ic accrediror is required for 
students to obtain entry -level emplo yment in rhe scare where rhe insrirmion is licensed or 
otherwise approved, the instirution muse obrain such accreditation in a timely manner. The 
institution must provide and document notification to students as to: 

(a) which programs hold specialized or programmatic accreditation ; 

(b) whet her successful completion of a program qualifies a student ro receive, apply ro rake, 
or take licensure exams in the state where the institution is located. For on-line programs, 
this information must be provided for all stares from which the institut ion enrolls students; 
and 

(c) any ocher requi rements that are generally required for emp loyment. 

The institution shall assess the curr iculum and/or the need for specialized accreditation and update 
it as needed ro reflect current requiremems for employmem . 

An institution may enter into formal education or srudy abroad relationships with eligible 

jnstjrutjons outside its home country in accordance wjch the requirements outlined in Appendix J. 

Competency-based programs utilize direct assessment of srudenr learning by faculi;y and ocher 
experts in the field serving under the supervision of the institution for academic progression in lieu 
of clock or credit hours . The institution must demonstr ate char it has utilized a robust and 
strucrured process for identifyin g the required knowledge, skills and professional behavior {"soft 
skills") co be considered "competenr" in the field. The syllabus for each course must clearly define 
the competency standards and how the direct assessment of srudent le;irning will be con ducted 
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APPENDIX I: 
Principles and 
Guidelines for 
Program Enhance 
ment Education or 
Study Abroad 
Activities 

APPENDIX I: 
Principles and 
Guidelines for 

Program Enhance 
ment Education or 

Study Abroad 
Activities 

Cont inued 

Internacional demands for posc-secondarv education provid e opporcunicies for member inscitu
rions co expand the geographic footprint of their education delivery infrastructure. through 
on-line, on-ground and combinations of chose and ocher modalities. Regardless of the education 
delivery infrastructure utilized at an intern ariona l location. the institution is expected co operate in 
compliance with ACICS standard s as demonstrated through direct monitoring of administrative 
operations. instruction. student services and the comparab le full array of processes chat apply co all 
institutions accredit ed by ACICS. 

The standards and guidelines below will be applied co institutions that offer education or study 
abroad activities at internat iona l locations under the ACICS grant of accreditation. They are 
designed co app ly Council expectations for effectiveness and integrity to programs char primarily 
lead to em ploym ent in professional. technica l and occupational fields. regardless of the geographic 
location of the education or study aboard activity. or the modality with which the education is 
delivered. Cou ncil acknowledges education or study abw ad may serve to enhance the interper
sonal and developmenral aspecrs of the student. includin g an improved ability ro relare ro and 
work with people from different cultures and ethn ic, linguistic and national backgrounds. Council 
also acknowledges chat education or study abroad. as parr of a comprehensi ve career educa tion 
program, may be directly app licable to the workp lace and cont ribut e co a graduate"s success in 
finding placement in an organization with a mulrinationa l emp loyee profile chat utilizes multina
tion al vendo rs and supp liers. Finally, the Counc il authorizes the utilization of educat ion or study 
abroad. under rhe parameters prescribed in chis section. in recognition char struc tured education or 
study abroad may enhance the graduate's ability to compete for job placement with international 
emp loyers. 

A key princip le of ACICS standards regarding education or stud y abroad is chat the accredited 
institution must demonstra te chat the quality of the education derived from location s outside of a 
student"s home countr y is comparable co chat received at its domestic accredited locations. The 
burden of proof lies with the insticution, regardless of rhe form of edu cation or study abroad. 

I. Education or Study Abroad Activities: For all educatio n or study abroad activities. orher rhan 
those performed through a formal partnership agreement with an international institution, a 
U.S.-based insrirurion is required to host a comprehensive Forum review and provide the final 
determinat ion lette r demon snat ing substanti al confo rmity with the Forum's standards, con rained 
in the document . "Standards for Good Practice of Education Abroad (SGPEAl". published by rhe 
fo rum on Education Abroad (htt p:/ /www.forum ea.org/standa rds-standa rds.cfm); the requir e
ments for maximum length of study as defined in #2 (below); and the academic residency 
requ irement as described in #3 (below). For those education or study abroad activities performed 
ch rough a formal partnership agreement. rhe IPA requirements app ly. (Section 2-2-5 IO; Appendix 
I) Int erna tiona l institu tions accredited by ACICS located ourside the U.S. that are planning co 
initiate education or study abroad activities muse disclose the nature and scope of such activities in 
writing t0 ACICS and seek prior approval. 

2. Maxim um of Length of Education or Study Abroad Activity: No more than 50 percent of a 

program"s coursewo rk may be complered throug h educat ion or study abroad accivitie,~. including 
transfer credit , challenge examinations and other sources. An education or study abroad program 

may not exceed an equivalent of rwo semesters in length. 

3. Academic Residency: Stud ents admitted to an educa tion or study abroad program are those 
who muse have satisfactorily completed a minimum of one full-rime equivalen t semester or quarter 
or tr imester. on-line or on-site through the home institution. Additionally, education or study 
abroad student s are required co comp lere a minimum one full-time equivalent semester or quarrer 
or tr imester on-line or on-site through the hom e institution following completion of the education 
or study abroad activity and prior co comp let ion of che credentia l. 
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GLOSSARY 

Ca111pus 1\dditio11 

Learning Site 

1-3-1 03 . Cam pa sAcl 
dmorr Lea rning Site . 

Glossary: 
Co mp etency-based 
Program: See also 
Direct Assessment 
Competency-based 
Pmgmms 

Glossary: 
Direct Assessment 
Competency-based 
Program. 

2-2- 101. 
List of Substan tive 
Changes. 

2-2-111, 
Addition ofa Direct 
Assess ment Com pe
tency-based Program. 

A location of d nuin catnpus 01 branch Cdtnpus which is undct the direct conuol of chc 011-sicc 

ad111i11isuatiou of chat ca111pus but ac a site that is apatt fto111 chc p1it11a1y location of chat ca111pus. 
(Sec Sections 1-3- 103 and 2-2-104 (6)) A lucatiorrlearning site is a classroom extens ion of a main 

camp us or add itio11al loca tion branch campus that is within tcasouablc aud con1n1utablc distance 
frnm the man"ging location , and is apa rt from the managing loca tion and is capab le of providing 

sufficient academic and administrative oversight . prov iding access co all student services and 
instructional resources and maintaining academic qualitv. Learn ing sites used for delivery of 

distance education accivii;y or co llabo rative arrangements with ocher en tit ies for specific on-s ite 
edu cational activir_y must be approv ed by the Council on a case by case basis and are sub ject to a 

qualii;y assurance visit as specified by the Council. 

A lcatnin g site is a location whuc edu catio nal activities ate con du cte d apart fiutn a 111ain or b1anch 
catnpus chat docs not, 011 its own, qualif y as a b1a11ch. A ¼ocarion learning sire is a classroorn 

extension of a main campus or additional locatio n Lranch campus that h within icasonablc and 
co1n111ucablc distance hou1 the 1na11aging lowtion, and is apart from rhe managing location and is 
capab le of providing sufficient academic and admin istr at ive oversight. providing access to all 
student services and inscruccional resour ces and maintaining acade mic qua lir_y. Learning sices used 

for delivery of distance edu cation activity or collaborative arrangements with other enti ties for 
specific on -site educacio nal acciviry mu se be approve d by the Cou ncil on a case by case basis and 

are subject to a qual ity assurance visit as specified by the Council. 

A competency-based pro gram clearly defines the ski lls, kno wledge and professional behav ior C"sofr 
skills ") cha t are requ ired for a student or a graduate to perform at a level considered to be 

"com petent" by prac tition ers and em ployers in the field . It focuses on direct, no t indi rect , 

assessment methods co measure student lea rning in lieu of in-class seat cim e, credic hours or cloc k 
hours. It utili zes robust curri cu lum development pro cess and comprehensively specifies how 

qualified facu li;y and /or ocher eligib le experts in the field wou ld directly assess the achieve ment of 
requir ed com petencies and stud ent learning . 

A pro gra m that clearly defines the skills, knowledge and pro fessional behavior ("soft skills") that 

are requ ired of a student o r a graduate to perfo rm at a level co nside red to be "com petent" by 
practitioners and em ployers in the field. Only "direct" assessment of student learning and 

competencies are acceptable Direct assessment measures must app ly to the ent ire program as we ll 
as to each course required for the program. Examples of "dir ect assessment" me asures are as 

follows · accept able scores on industry-r ecogn ized licensure or certificat ion examinat ions: standard 
ized rests: pre- and post -tests: examinations and quizzes; research proje cts: case sru dv analysis; crite-

rjon -based rat ing scale or rubric scores: course -embedded questions; observation of clin ical 
experie nce , internships , or field work : and capstone proje cts , theses , exh ibits or pe rforma nces. (For 

a fede ral de fini tio n and for Council standards, see App endix H. Sect ion 1) 

/" Ind irect assessment" of stude nt learn ing, while deemed valuab le for inst itutio nal program 
evaluation and enha ncement , are not included in the cons ideration for app roval of a competency 

based program . Exa m ples of indir ect measu res are: cou rse evaluat ions: hours spent in classes or on 
out -of-class educational activities; grad uate or employer satisfaction surveys: graduate p lacement 

races: student retent ion rates: and student percept ion surveys .) 

Th e follow ing instit ut ional changes will be co nside red subscancive and requ ire Counc il app roval 
before they can be included in the inst itution's scope of accreditat ion: 

. .. (I) The proposed addition of a d irecc assessment compete ncy-based program as described in 

Sta ndard s 2-2 -11 1. 3-1-505, and Appendix H. Sectio n 1. 

2-2- 111. Addition of a Direct Assessment Competency-based Program. It is the responsibi licy of the 

institution to subm it the requir ed application for Council review and approval. The ini tial Council 
approval allows the institution co apply for su bmi ssion of an application for approva l of cha t 

competency-base d program to th e United States D epartm ent of Educa tion for Title IV Federal 
student financ ial aid. See also Standard 3-1- 505 and Appendix H, Sect ion 1. 
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Titl e Ill , Chapter 1 
General Standards 

APPENDIX C
Institudonal 
Publications 
Requirements 

3-1-500- EDUCATIONALACTMTIES 

3- 1-505. Direct Assessment Competency -based Programs. Competency-based programs utilize 
direct assessment of student learning by faculty and other experts in the field serving under the 
supervision of rhe institut ion for academic progression in lieu of clock or credit ho urs. The 
institution must demonstra te that it has utilized a robust and structured process for identifying: the 
required knowledge. skills and professional behavior {"sofr skills") ro be cons idered "competent" in 
the field. 

The syllabus for each course must clearly define the competency standards and how the direct 
assessment of student leam ing will be conducted . 

The institution must demonstrate to the Council its met hodo logy for determ ining: the equivalent 
number of credits hours or clock hours required for the program. 

The institution is required to maintain. as part of the permanent academic record. student work 
subm itted for direct assessment along with the institution's assessment of student achievement. 

Specific sranda rds and requirements are described in Appen dix H Principles and Requirements for 
Nontraditional Education . Section I. 

At a min imum, rhe catalog must conta in the following items: 

23 . If the institution is approved by the Cou ncil ro offer direct assessment competency-based 

prngram(s}, the catalog must include the following informat ion: 

(a) a dear ident ification and listing of direct assessment competency -based prog:ram(s); 

(b) a concise and clear descript ion of how such programs are structu red and administered ; any 

special admissions requirements; how students will be expected ro demonstrate achievemenr of 
competency goals; the rvpes of academ ic and stude nt services offered to assist students to pass the 

assessments; and how student achievements will be shown on the academic transcript; 

(c) disclosure of the number of equivalent credit ho urs or dock hours and the general met hodo logy 
rhe institurion uses to determine the equivalencies; 

(d)a clear description of how financial aid will be adm inistered and disbursed for eligible studenrs 
enrolled in such programs; 

(e) disclosure of ocher ent ities or qua lified individ uals. in addition ro rhe institut ion's faculty. 
engaged in the direct assessment process; and 

(f) disclosure of the consequences or options available to students if thev fail ro demonstrate 

achievement of competency goals within a prescribed period of time 
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Appendix D 
Standards of 
Satisfactory Progress 

APPENDIXH 
Principl es and 
Requirements for 
Nontr adition al 
Education 

SECTION I 
DIRECT ASSESS
MENT COMPETEN
CY-BASED 
PROGRAMS 

17. If the inst itution is approved to offer direct assessment competency-based 
program(s). the inst itution muse demonstrate that it has imp lemented approp riate po licies chat 
describe how it will measure whether a student enrolled in a compete ncy-based program is making 
satisfactory academic progress. Policies and procedures muse be implemented to identify in a 
timely manner when a stude nt enrolled in such a program has withdrawn or changed enrollment 
status . The institution muse ma inta in for Co uncil review evidence chat financial aid officers and 
others assigned to monitor satisfactoi:y academic progress have been traine d and are adeq uately 
monitored for implementi ng policies affecting competency -based prog rams. 

SECTION I 
DIRECT ASSESSMENT COMPETENCY-BASED PROGRAMS 

Programs char are designed co prepa re students for a specific profession or career are e,~pecially 
suited to be offered as di rect assessment compete ncy-based programs because such programs focus 

on what the srudenrs need co know. understand. or be able co do The process uti li1-ed for the 
development of the curricu lum. expected compe tenc ies, ways to direcdv assess such compe tencies 

and equare chem to credir hours or clock hours (as requ ired by rhe United Stares Department of 
Education as well as by the Co un cill demands active involvement of employers, as appropriate . 

and ot her experts in the discipline Porenria l benefits gained by such programs are as follows: 

• Allow students to progress at the ir own pace, but in compliance with the insti tu tion's satisfac
tory academic progress policy; 

• Allow Aexibiliry ro motivated srudenrs; 

• May potentially shorten the time for comple tion of the program; 

• May potentially reduce overall cost of educat ion; and 

• May foster creacivicy for the inscitucion. faculty and srudenc.~ in exploring cosc-effeccive 
pathways to complete a prog ram . 

Federal Definition of Direct Assessment Competency-based Programs 
A direct assessment program is an inscruccional program char, in lieu of credic hours or clock hours 
as a measure of student learning , ut ilizes di rect assessment of student learning, or recognizes the 
di rect assessment of scudent learn ing by others. The assessment muse be cons istenc wich che 
accreditation of the institu tion or program ut ilizing the results of the assessment . 

Direc t assessment of srudent learn ing means a measure by the insti tut ion of wha t a stude nt knows 

and can do in terms of the body of knowledge makin g up the educationa l program These 
measures provide evidence that a stu dent has comman d of a specific subject. content area, or skill 

or that rhe student demonsrrates a specific qualicy such as crearjvjry, analysis or synrhesjs associated 
with the subject matter of the program . Examples of direct measures include projec ts. papers . 

examinations. presenrarions, performances. and portfolios 

ACICS Glossary of Definitions 

Using the Federal definition as a guide, che Counci l has developed expanded defin itions for 
Co mpetency-based Programs and D irect Assessment Competency-based Programs. A longe r list of 

examples of"direcr" assessmenr measures is given in rhe Glossary " Indirect" assessment measures. 
while deemed valuable for assessing institutional and program effectiveness. are nor included in the 

consideration for the approval of competency -based programs 

For considerat ion of eligibility to participa te in Tide IV Federal Student Aid Programs, the 
Depa rtment of Education will consider on ly di rect assessment competency-based programs . 
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APPENDIXH 
Principles and 
Requirements for 
Nontraditional 
Education 

SECTION l 

DIRECT ASSESS
MENT COMPETEN
CY-BASED 
PROGRAMS 

Process for Review, Approval and Oualitr Monitoring Visits 

Proposed ini tiation of a direct assessment com petency-based program is classified as a substan tive 
change and requires Counc il review and approval. 

Institut ions must submit Part I of the Applicat ion for Direct Assessment Compete ncy-based 
Program. along with required supporr ing documents. for a preliminary review and Council action. 
A separate applicat ion is requi red for each prog ram . The guidance document and inst ruct ions 
accompanying Part I of the app lication are designed co guide che insriturions in gaining an idea of 
the types of direct assessment methods that are strongly recommended for professional and 
career-focused programs. The principles and requirements included in chis Append ix will be 
app lied in reviewing the applicatio n. 

In considering rhe application . the Council will determine if rhe institu tion has demonstra ted char 
it has used a rigorous process co ident ify what che student or graduate muse know and be able co 
do to be considered "compet ent" by employers and experts in rhe field or discipline. In addition. 
the institution has demonstrated that it has developed robust direct assessment techniques and has 
explicitly described how it determ ines the equivalent num ber of credit or clock hours for the 
program. 

Upo n approval of Part I of the applicat ion by the Cou ncil. the institutio n will apply to the U. S. 
Deparrment of Education for T ide IV approval of rhe proposed direct assessment competency
based program. 

Part 11 of the Applicat ion for Direct Assessment Competency -based Programs must be submitted 
ro ACICS at lease three months prior ro the effective scare dare of rhe program. ll1e approva l letter 
will provide instructions on at least two quality mo nitor ing on-site visits to the institutio n- the 
first visit will be conducted within six months of start of the program and a second follow-up visit 
will be conducted between 12 to 18 month s of start of the program, depending upon the 
credentia l level of the program. 

Institutional Mission and Institutional Readiness 

(a) The basis for the introduction of direct assessment competency -based programs muse supp ort 
che mission and objectives of the institution . 

(b)The structu re and objectives of the program must dea rly demonst rate that a systematic process 
was utilized in ident ifying and defining specific competencies related ro the program. ll1e process 
shall include participation of representation from employers, experrs in the field. faculty. alumni 
and faculrv. 

(c) The Campus Effectiveness Report must include a discussion of che proposed direct assessment 
competency -based programs-the rationa le. overall structure . ant icipated direct assessmenc 
methods engaged. plans for assessment and continuo us improvement of the program. and 
adop tion of best practices in competency -based education . 

Admissions Requirements and Enrollment 

Eligibility requirements for admission to direct assessment competency-based programs must be 
clearly defined. published and consistently appl ied. The insticution is expected ro develop object ive 
mechanisms and standards for determin ing the potential charac teristics of students who are best 
suited ro pursue and complete the program . 

Curriculum Development and Direct Assessment Measures 

(a) In the development of the curriculum. inscicutions must organize each course to enable 
students ro clearly unde rstand measurable learning objectives. Whenever possible, the Counc il 
encourages institutions to utilize standardized tests and industry-recognized licensure or certifica
tion examinations as direct assessment of student learning. Mult iple direct assessment methods. 
which are student-centered. must be utilized where appropriate. 
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APPENDIXH 

Principles and 
Requirements for 
Nontraditional 
Education 

SECTION 1 
DIRECT ASSESS
MENT COMPETEN
CY-BASED 
PROGRAMS 

(bllhe syllab us for each course must be expanded to incl ude clear learning objectives . s rudenr 

competency expecrarjons djrecr assessment rechniques utilized hy che facu lty. crjrerjon -hased 
racing scales or rubric scores where appropriate. and the instirut ion's systematic methods for 

dete rminin g credit hour or clock hou r equivale ncies The syllahus muse also clearly scare how the 
scudenr's progress will be monitor ed and how the fina l grades will be recorded. 

Faculty and Instructional Support 

Maximum support of the program faculty is essential co develop and implement this student 
cenrered program. lhe institur ion must demonstrate chat the faculi;y members are provided proper 

train ing , in -service and profess ional development activit ies to support this program. A rat ionale for 
faculi;y-scudenr ratios muse be developed . Adequate technology support muse be provided as 

approp riate for facu lty to mon itor studen t progress and competency achieve ments. 

Student Support Services 

(al lhe inscirucion muse demonstrat e chat it offers strong srudenr support services co assist scudents 

in ach ieving rhe ir competency goals Menco rs and scydenc counselors must he trained co prov ide 
suitab le support. 

(bl The instirution must have a definit e pat hway for competency -based program students who may 

be advised to trans ition to a traditiona l fixed-sched ule, teacher -dir ected format. 

(cl Academ ic advisors . registrars, career counselors. and financia l aid counselors muse be provided 

special craining co provide support ro the djrecr assessment comperency -h ased program smdencs 

Utilization of External Entities and Experts 

(al If appropriate, the institution may utilize externa l entit ies and experts in prov iding a port ion of 

the d irect assessment co mp etency -based program. The scope and nature of thei r invo lvement must 
be clearly outlined in a for mal conrracc. The inscicucion muse demon stra te chat it has sufficient 

academic control for the developme nt and monito ring of the prog ram. The cont ract must be 
approved by the Council prior co implemencacion . 

(bl If externa l entities and experts are utili zed, the inscirution's faculcy: must prov ide more than 50 

percent of th e direct assessments of the competency-based program. 

Continuous Program Assessment and Improvement 

The institution muse have adequate plan s for the continuous assessment of the effect iveness of che 
program and provide for continuous improvement. l11ese plans must be descr ibed in the Campus 

Effectiveness Plan. 

Publications 

Full and accurate disclosu re of an approved d irect assessment competency-based prog ram muse be 

provid ed in the institution's cata log and Web site. l11e catalog disclosure muse follow th e require

ments as desc ribed and outl ined in Append ix C, Item 23. 
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Glossary: 
Introduction. 

Glossary: 
Credit Hour. 

Glossary: 
Degree, Associate. 

Glossary: 
D egree, 
Baccalaureate. 

Glossary: 
Extemship. 

Glossary: 
General Education 

Glossary: 
Internship 

Glossary: 
Practicum 

The following definition s are provided in order to assist institution s in und erstandin g and 
interpreting the Accreditation Criter ia. The defin itions include some of the most commonl y used 
terms and are defined co reflect their most common usage. Tues~ 1101mative J efinit ions are drawn 
from a variei;y of sources no single somc c .. nd meant to be exemplary rather than limiting. are

offi:tcd by way ofcxamplc t,uhc1 than limitation. The Council recognizes the evolving and 
dynamic natu re of post -secondary education in the U.S. and Int ernationall y. Amuican poscscc» 
onda1y education. Whi le it ft has no intention of imposin g rigid expectations , . wWhen an 
institution deparcs from these norms it may be called upon to defend the academ ic integrity of the 
qu estioned acciviry. 

A unit by whic h an institution may meas ure its course work. The number of credit hours assigned 
to a traditionally delivered cou rse is usually defined by a combination of the numb er of hours per 
week in class, the number of hours per week in a laboratory, and/or the number of hours devoted 
to externshi p times the number of weeks in the te rm . One un it of credit is usuaHy equivalent to, at 
a min im um, one hour of classroom study and outside preparation, two hours ofla borator y 
experience, or three hou rs of externsh iv inccrnsl.ip 01 p 1acticu111, or a combin at ion of the thr ee 
rim es the num ber of weeks in the term. 1h e number of credit hours assigned co a non traditionall y 
delivered course must be dete rmin ed and justified by the instit ution and approv ed by the Cou ncil. 

The acade mic credential granted upon successful complet ion of an educational program of a-r-+ea-st 
generally t\vo bur less than four years of full-time equivalent academic yca1s of ~ollege-level work. 
including a minimum number of cred its as specified unde r Section 3-4-202. 

The academic credential granted upon successful complet ion of an educational program of a-r-+ea-st 
four years of full-time equivalent academ ic yca1s vf college-level work. includ ing a minimum 
number of credits as specified under Section 3-5-202. 

Sec P1acticu 111. A super vised practica l experience that is the application of previously studied 
theory. Normally , three hours of work in a practical setting has the credit equivalency of one hour 

of classroom lectu re. Under the supervision of a faculty orstaffmember, a written agreement shall 
be develop ed that ou clines the arran gement between rhe inst itutio n and the excernsh ip sire, 

including specific learnin g objectives, course requi rements, and evaluat ion criteria. 

Humani ties- Cou rses in fields suc h as literature, phi losophy, logic, foreign language, art, music, 
theater appreciation , and communications, includin g rhetoric , composi t ion, and speech ; but 
exclud ing business communi cations; and business writin1; spelling, lcm.1 "'icing, and .,o,d study. 

See Externship P,act icun, 

See Externship. A supc, <iscd pia ccical cxpc,irn cc ti.at is tl.c application ofp ,evious ly stud ied 
chco1y. ~~01111aHy, tlucc hou1s of wo1k in a ptaccica:l setting has the ct edit cquivaJcncy of one I.out 
ofdass1oon1 lcctu1c. Uudc1 tl.c supet vision of( t faculty 01 staA"u1c1nbc1, a written ag1ee111c11t slia.H 
be developed that oudincs the a11ange1nc11t betwe en the institution and the p1accicu1n site, 

including specific lca1 uing objccti vc:s, cou1sc 1cquiic111cnt.s, and evaluation c1 itc1 i(t. 
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Glossary: Stud ent 
Learn ing Outcomes 

Appe ndix A 
Article III 
Section 1 

Glossary: 
Campus, Additional 
bmtrion Bran ch. 

3 -1- 513. Program 
Dev elop ment . 

Student Learning Outco111cs ate a requited clc111cnt of the Cainpus Effectiveness Plan (sec Section 

3• 1 • l 11 of the Acucdication Ctitctia). Student Lear 11iug Outconics ate dcfi11cd by die iusticuciou 
based upon i11fo1111<ttion wHcctcd on a regular bdsis by faculty in the p1og1a1ns offered by the 

institutiou. Rcw1nn1cttdcd iufonnaciou includes data on scudcut lcatJiing oucco111es ofjob •spccif• 
ic coutscs as wcH as the outco11tcs of general education cou1scs, where dpplicablc. Mcdsutcs 
should, whuc possible, be applied 1athc1 than absttact 01 chcotctica:I, iuccg1atcd 1athcr than 
fragntc11ccd, and progratn level tdthcr cltd.11 coursc-kvd 01 institutio11-kvcl. Exainpks of data 
include scudc11t cxtu nship/p1acticun1 gtadcs, studctn potLfolio, gtadcs, wps tonc, cou1sc grads, 
GP1\, CGPA, pie- and post -tests, Ability-to -benefit (ATB) and o ther cnuance or cou1se placcn1e11t 

asscss111c11ts, graded po1tfolios, sta11da1dizcd ccscs, p1ofessio11a:l lict11su1c cxa111s, p1og1a1111cvicws, 
skill check.lists, co111peccncy tests, dillicdl work, and senio1 projects. Placernent data should not be 

used as a nicasutc of student katuing oucco111cs. 

Co ncise measurable statements of direct and indirect learning outcomes with assessments that 
specify what stud ents will know be able ro do. or demonstrate as a result of a specific, planned 
educatio n expe rience. Outcomes are expressed as measurab le knowledge. skills. abi lities or 
attitudes . 

Direct and Indirect Assessment of Learning Outcomes. See Direct Assessment Competency -based 
Programs for exam ples. 

Section !- Composition. 1he Co un cil shall consist of the elected and appointed comm issioners 
generally represent ing membe r institutions, appo inted commiss ioners-at-large, who ace unaffi liated 
with an member institution and publi c representatives formerly employed at a publi c institution. 
It shall compri se fifteen (15) commissioners, at least five (5) of whom shall be elected by the 
membership and the balance of whom shall be appointed by the Cou ncil , and it shall include at 
least two academic represencatives and at least two administrative representatives. Academic 
representative is defined as someone currently or recently directly engaged in a sign ificant manner 
in postsecondary teach ing and/o r research. Administrative representative is defined as someo ne 
currently or recently directly engaged in a significant manner in postsecondary institutiona l or 
programmatic administ ration. At least th ree of the appointed commiss ioners shall be publ ic 
representatives members. Notwit hstandin g the forego ing, an elected commissioner may be 
replaced by an appo inted commissio ner for the rema inde r of the elected comm issione r's term in 
the event of a vacancy. 

An additional location A branch campus is nry a location of an institution that is geographically 
apart and independent of the main campus of that institutior,, od,u ti.an tl.c main, but under the 
same corporate structure as the main campus (i.e., part of the main campus corporation or a 
wholly owned subs idiary) ti.at oA"us educat ional actioitics. (Sec Section I 3 102). The branc h 
campus is permanent in nature . offers courses in educational programs leading ro a degree. 
cert ificate. or other recognized educat io nal crede ntial. and has its own budget. facu lty, admin istra 
tive staff and supervisory organization. 

(a) The curricula shall be published in the institution's cacalog and shall state objectives specific co 
each curricu lum. Additionally, there shall be a detailed syllabus on file for each course in each 
curricu lum char is made available ro each student enrolled in rhe class. For independent study 
courses, institution s are required to develop a learning contract signed by the student and 
institutio n chat outlines the course objectives and procedures unique ro chis form of instruction. 
For pracrica; externships, m and i111cmships, institutions are required ro develop a written and 
mutually signed agreement chat ouclines the arrangement between the inst itution and che 
piaccicum site, includin g speci fic learning objectives, course requirements , and evaluation criter ia. 
1l1e Council's expectations for detailed syllabi, independent study, pracrica; and excernships;-arrd-
i111cmships are outlined in the Glossary. 
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3-1-516 

Course and Program 
Measurement 

3-7-303. 
Program Advisory 
Co mmittee 

AppendixH 
Principles and 
Requirem ents for 
Nontraditional 
Education 

The Council recognizes that institutions must provide for their students a learning environment in 
which achievement is encou raged. Ir further recognizes rhe legitimacy of both traditiona l (e.g., 
lecrure/laboratory/p,actic um externship) and nontraditional (e.g., distance education or indepen
dent study) educat iona l delivery methods. A framewor k for transfer of credit and consistent 
app lication of academic credit awards shou ld apply to all of these varied forms of educationa l 
delivery. 

Inst itutions, t herefore, must demonstrate in written policies and procedures for determi nin g credit 
hours a knowledge of appropr iate academic course and program measurement and correct 
app lication of the measurement. 

(a) Credit in traditionally delivered programs measured in credit hours must be calculated based 
on one of the following attr ibution formu las: 

(i) One quarter cred it hou r equals, at a minimum , 10 classroom hou rs of lectu re, 20 hou rs of 
laboratory , and 30 hours of externship p.acticum. The formula for calculating the number of 
quarter credit hours for each cou rse is: (hou rs ofl ecture/ 10) + (hours oflab/20 ) + (hours of 
externship p1acticu1n/30); or 

(ii) One semester credit hour equals, at a minimum, 15 classroom ho urs of lecture, 30 hours of 
laboratory , and 45 hours of practicum. The form ula for calculating the number of semester credit 
ho urs for each course is: (hours ofleccure/ 15) + (ho urs of lab/30) + (hours of exrernship pracri
cmn/45). 

(a) Credit award rationa les for nontraditiona l delivery of courses or programs (e.g., distance 
educat ion or independent study) gene rally do not use the above leccure/ laboracory/externs hip 
piacticum formulas for credit calculation . lhe rationale used must be submi cred to the Council for 
pre-app roval of the credit calculation . As a part of the approval appl ication, an institution muse 
demonstrate that the clock or credit hours awarded are appropr iate for the degrees and credentials 
offered using a thoroug hly developed rationale . The institution may accomp lish chis by demon 
strating that students completing these programs or courses have acquired equivalent levels of 
knowledge, skills, or competenc ies to chose acqu ired in trad itional formacs. 

A program advisory committee, comprised of individuals from similar accredited doctoral 
programs and representatives of the employers chat would be hiring graduates, shall meet at lease 
annually with program administrators and faculty. The committee shall provide advice and 
guidance abour the program, the currency and content of ics curricul um, adm issions criteria , and 
internship/ex ternsh iv ptaccicum upport unicies. Members of chis committee may also provide 
information regarding che validity and rigor of che program and the qua lity of che graduates. 

(cl Curr iculum & Inscrucciona l Delivery 

Inst itut ions must demonstrate to the Council char the clock or cred it hours required and awarded 
are appropriate for the degrees and credent ials offered using a thoroughly developed rationale. 
Credit award rationales for distance educat ion delivery of courses or programs generally do not use 
the traditiona l leccure/laborarory/externshiv pt.tccicum form ulas for credit calculations (See 
Sectio n 3- 1-5 16, Course and Program Measurement). 

(bl Adm issions Requirement and Enrollment 

Institutions muse demonst rate ro the Council chat che clock or credit hours required and awarded 
are appropriate for the degrees and credent ials offered using a thoroughly developed rationale. 
Credit award rationales for distance educat ion delivery of courses or programs generally do not use 
the traditiona l leccure/laboratory/externship formulas for credit calculations (See Section 3-1-516, 
Course and Program Measurement). 
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2 -2 -400 - Own ership 
or Contro l 

2 -2 -403. Chan ge of 
Ow nership or 
Control Review 
Procedures . 

2 -2 -201. Additional 
btcati-on Branch-to 
Main Campu s 
Reclassification. 

lhe Council at all times must know who is in contro l of an accredited institu tion. The transfer of 
ownership or a change in the contro l of an insritucion is a subscantial change that must be reported
to approved by the Council before continuation of accreditation can occur. In add ition, aAny 
institution or owning corporation char is contemplat ing a cransaccion chat may result in a change 
of ownership/contro l must notify submit the appropriate app lication and supporting documenta 
tion to the Council for approval at least 15 1Q. days pr io r to consummating the proposed change. 
Failure to provide this notification in a timely manner may 1csulc in a delay p1vccssing the 
application uegacively impact the conti nuation of accreditation . Transactions char constitute a 
change of ownership/control vary depending on the structure of the entity that owns or controls 
the institut ion . 

Insti tutions must submit Part I of the change of ownership/control process at least 30 days prior to 
the cransfer of ownership or change in contro l occurs. Pare II of the change of ownership/control 
process must be submitted within five business days after the transac tion. The following procedures 
govern the Council's review of change of ownership/control: 

(a) Automatic D iscont inuat ion. Any change of ownership/co ntrol results in the immediate and 
automat ic discontin uation of an institution's grant of accreditation unt il approval of part II of the 
change of ownership/control process by Cou ncil. Because the discont inuation results without 
action or prior approval on the part of the Counc il, this change in status does not constitute 
withd rawal of accreditat ion and is not a negative action. 

(b) Reinstatement. After the grant of accreditation has been discontinued , it may be reinstated at 
the discretion of che Council action within 30 days of the change in ownership/concrol, arsndr 
thne and according to t c1111s and conditions that it has established 01 nray establish in the futatc. 

Those cerms and condicions of the reinscacemenc process are sec forth in policy scacements issued to 
the field and in the change of ownership/control application doc ument that institutions must file 
to initiate the reinstatement process. 'Wltcn the Council is 11ot itt session, chc Financial Review 

Cu111111ittcc is aathoiized to grant a te111po1a1y rdnstatc111cnt of the giatil ufacucditation fut a 
pct iod sufficient co pc11nic tltc Co uncil to 1cvicw a11d w 1tsidu tlrc applicado1t and a:ll 1cqaitcd 
sup pm ting clucumcn tation. The Council will conduc t a site quality assurance monitoring visit at" 

auy inscitucio11 drat has undugo11c a chaugc of ow11t1sl.ip/couuol within six rnonrhs of the 

effective date of the ,1 change of ownership/contro l. The Council wili not considc1 the fina! 
1cinstatctt1c11t ufa 1t i1tsdcudon's g1a1tt ofacucd itadon u1tcil chis visit has been conduc ted. Ju 
addi tion, the Council may 1cquiic the. The new owner(s) or and the chief on -site adm inistrator 
muse provide evidence of attending an ACICS Accreditation Workshop with in one year of the 
change of ownership or attend an Accreditation Workshop before prior to the quality assurance 
monitoring visit. fi11al 1ci11scaccrnc11t ofa11 institution's g1a1tt uf acctcditatio11 will be co11siducd 

(c) Effect. Until citlici tcmp01a1y u, final the Counci l approves a reinstateme nt of the grant of 
accreditation is g1amcd, the accreditation of the institut ion remains in abeyance. If approval of the 
application for reinstatement is withheld, the maccer will be created procedu rally as a deferra l or 
denia l, as the case may be . {See Tide II, Chapter 3, Council Actions , for further informat ion.) 

An acldiciona! location A branch is eligible for evaluat ion as the freestandi ng main camp us of a 
separately accredited, single campus institution only if it has been operating as an approved 
location branch for at lease rwo year;. Addi tional locations Branches seeking main campus sta tus 
must submit the appropriate applicat ion, i!llil. aud ited financial statements certified by an 
independent certified p ublic accountant for the inst itut ion's most recent fiscal year., and mrdugo 
au 0 11 .site ev.rluatioa visit. Jlte visit will not occa t until audited Financial .scate111e11ts a1c 1eccived. 
The Council reserves the right to assign an on-site qua lity assurance moniroring visit at any time as 
it deems necessary. 
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3-1-54 1. Faculty 
Preparation. 

3-3-302. 
Ass ignments. 

(b) 

3-4-302. 
Assignme nts. 

3-5-302. 
Assig nments. 

Preparation of faculty members shall be academically and experientially appropriate to the subject 
matter they reach. Faculty members shall be competent to teach the subject matter offered and 
shall have reasonab le latitude in their choice of teaching methods. 

U.S . based institutions must provide evidence chat all faculty members are graduates of institut ions 
accredited by agencies recognized by the United States Department of Education . Credentia ls of 
faculty who are graduates from institutions outside the United States must be g1acluatcs of 
institutions ,ecognized by rl.ei, ,cspecri,e go,e,nments as institution s ofl.igl.e. education 01 be 
evaluated by a member of the Association of International Credentials Evaluators (AI CE) or the 
National Association of Credential Evaluat ion Services (NACES) to determine the equivalency of 
the credentials awarded by institutions in the Un ited States. 

Inrernationally based institutions must provide evidence that all facuh;y member s are graduates of 
institutions recognized by their respective governments as institutions of higher education or be 
evalua ted by a member of the Association of lnrernational Credentials Evaluators (AICE) or the 
National Association of Credentia l Evaluations Services (NACES) to determine the equivalency of 
rhe credentials awarded by institutions in rhe Un ited Stares. ACICS, if unable co determ ine 
qualifications , mav require the translation and/or evaluation of transcripts in languages other than 
English. to dcccuni11c qualificacio11s. T,ausct ipts, in lauguagcs othu tha.11 E11glislr, 1nust be 
t1(n1slaccd into English. 

(b) Instructors teaching general education shall ho ld a minimum of a master 's degree. Instructors 
shall have a minimum of 18 semeste r or equivalent hours of coursework in thei r teaching 
discipline . Ar internacionallv based institutions. transcr ipts in languages other than English for 

genera l education instructors must be trans lated into English. 

During any academic term, a faculty member shall not be assigned to teach in more than three 
fields of instruction. The size of the faculty shall be appropr iate to the coral student enrollment. 

Instructors teaching general educat ion shall hold a min imum of a master's degree. Instructors at a 
minimum shall have earned 18 semester or equivalent hours of coursework in the area of their 
reaching discipline. At internationally based institutions, transcripts fu, gene.al education 
instt actu ts, in languages other rhan English, must be nans latcd imo English for general education 
instr uqors mu st be trans lated into English. 

During any academ ic term, a faculty member shall nor be assigned to teach in more than three 
fields of instruction and preferably in not more than t\vo fields. The size of the faculty shall be 
appropr iate for the tota l student enrollment. 

Instructors teaching general education shall hold a minimum of a master 's degree. Instructors at a 
minimum shall have earned 18 semester or equivalent hour s of coursework in the area of their 
teaching discipline. At inrernationally based institutions. transcripts fot gcnual education 

instt actu1s., in languages other than English, muse be nanslatcd into English for general education 
instructors must be trans lated into English. 
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3-4-401. Staff. 

3-5-401. Staff. 

3-6-701. Staff. 

A professionally trained individua l shall supervise and manage library and instructiona l resources, 
facilitate their integrat ion inro all phases of the inscicucion's curr icular and educational offer ings, 
and assist students in rheir use. A professionally trained individual is one who ho lds a bachelor 's or 
mascer's degree in library or information science or a comparable program, or scare certification co 
work as a librarian, where applicab le, or, for foreign insritu,tions, who ho lds a bachelor 's or 
mascer's degree recognized as appropriate for the position by ics government or higher educacion 
authority. The institution muse provide evidence char rhe degree is from an institution accredited 
by an agency recognized by the United Scates Department of Educacion. If the degree is from an 
institution outside of rhe United Stares, rhe institution must be recognized by irs government as an 
institution of higher educacion or be evaluated by a member of the Association oflnrernac iona l 
Credentia ls Evaluators (AICE) or rhe Nationa l Association of Credentia l Evaluat ion Services 
(NACES) co decermine che equivalency of the degree co degrees awarded by institutions in the 
United Scares. T1ansc1ipcs, in languages ochc1 than English, 1nust be uans latcd into English. 
ACICS. if unable co dete rmine qualifications. may require the cranslacion and/or evaluation of 
transcripts in languages ocher rhan English. The professionally trained individua l must parricipare 
in doc umented professiona l growt h activit ies. 

A professionally trained individua l shall supervise and manage library and instruct ional resources, 
facilitate their integrat ion into all phases of rhe insti tution's curr icular and educational offerings, 
and assist students in their use. A professionally trained individual is one who holds a bache lor's or 
master 's degree in library or information science or a comparable program, or state certification ro 
work as a librarian, where app licable, or, for foreign inscitu , tions, who holds a bachelor 's or 
master 's degree recognized as appropriate for the position by its government or higher educat ion 
aut hority. The inst itution must provide evidence chat che degree is from an inst itut ion accredited 
by an agency recognized by rhe United Stares Department of Educat ion. If the degree is from an 
institutio n outside of the Un iced Scates, the institution muse be recognized by its government as an 
insrirurio n of higher education or be evaluated by a member of rhe Association of Internat iona l 
C redentia ls Evaluato rs (AJCE) or the Natio nal Associat ion of Credential Evaluat ion Services 
{NACES) to determine the equivalency of the degree to degrees awarded by institutions in the 
United States. T1a11sctipts, in languages otlrt1 cliau E11glislt, roust be uauslaccd into English. 
ACICS . if unable ro determ ine qualifications , may require the trans lat ion and/or evaluation of 
transcriprs in languages orher than English. The professional trai ned ind ividual must participate in 
documented professiona l growth activities. 

A professionally trained individua l shall supervise and manage library and instruct ional resources, 
facilitate their integrat ion into all phases of the institution's cur ricular and educational offerings, 
and assist students in their use. A professionally tra ined individual is one with special qualifications 
co aid students in research and who holds a M.L.S. degree or che equivalent, or, for foreign 
institutio ns, who holds a master's degree recognized as appro , pr iate for the position by its 
government or higher education authority . The institution muse provide evidence chat the deg ree is 
from an instirution accredited by an agency recognized by the Un ited States Department of Educa
tion. If the degree is from an institution outside of t he Un ited Scares, che institut ion muse be 
recognized by its government as an inst itut ion of higher educat ion or be evaluated by a member of 
the Associatio n of Internacional Credent ials Evaluato rs (AICE) or the Nat ional Association of 
Credential Evaluat ion Services (NACES) to determine the equiva, lency of the degree ro degrees 
awarded by institut ions in the United Scaces.1iansu ipts, in languages od,e, ti.an Engl isl., rnust be 
t1ansla1cd imo English . ACICS , if unable ro deter mine qua lifications, may require the trans lation 
and/o r evaluation of transcripts in languages ocher than English. The professionally trained 
ind ividual must partic ipate in docu mented professional growth activit ies. 
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3-7-70 1. Staff. 

1-3- 102. Addit ional 
Loca tio n !lu.w;h_ 
Camp us. 

3-1-501. Faculty 
Involvement in 
Academic Gover-

3- 1-5 02. Programs 

Requ iring Cert ifica
tio n or Licensure. 

A professionally trained individual shall supervise and manage library and instructional resources. 
facilitate their integration into all phases of the institurion's curricular and educational offerings. 
and assist students in their use. A professionally trained individual is one with special qualifications 
ro aid students in research and who ho lds a M.L.S. degree or the equivalent, or, for foreign 
institutions. who holds a master 's degree recognized as appro,priare for rhe position by its 
government or higher education aurhor iry. The institution must provide evidence char the degree is 
from an institution accredited by an agency recognized by rhe Uni red Stares Department of Educa
rion. If the degree is from an institution outside of the Unite d States, the institution muse be 
recognized by its government as an insrirurion of higher education or be evaluat ed by a member of 
rhe Association oflnrernational Credentials Evaluators (AICE ) or the National Association of 
Credential Evaluation Services (NACES ) to determine rhe equiva, lency of rhe degree to degrees 
awarded by institutions in the United State,. Ttausuipts, iu la11guages othet tha11 E11glish, must be 
u ,mslated imo English. ACICS, if unable to de termine qualification s, may require rhe tran slation 
and/or evaluation of transcripts in languages ocher than English. The professionally trained 
individual must participate in documented professional growth activities. 

An addi tional locat ion A branch campus is any g location of an insti tution that is geographically 

apart and independent ofrhe main campus of that instirution, od,e, clian the main, but under the 
same corporate structu re as rhe main campus (i.e., part of rhe main campus corporat ion or a 
whol ly owned subsidiary) that offi:,s educational act ivities. The branch campus is permanent in 
nature . offers courses in educational programs leading ro a degree. certificate . or other recognized 

educat ional credent ial, and has its own budger, facuh;y, adm inistrat ive staff and superv isory 
organization. 

Full disclosure mu se be made in rhe catalogs of the main campus and/or additional locations 
branch campus as ro the credentials and programs offered at each location. An additional location 
A branch campus may publish its own catalog. 

The faculry shall have a clear respons ibility, distinct from that of developing institu tional policy, to 
particip ate in administering and implementing policy, especially as it pertains to academic affairs. 
The institution shall adopt and publish a policy on the responsibilit;y and aurhori t;y of faculc;y in 

matms of academic governance. Ar a minimum, the policy shou ld address the role of faculty in: 

(a) rhe development of rhe educational program of rhe institution; 

(b) the selection of course materia ls, instruct ional equipment and other educational resources; 

(c) systematic evaluation and revision of the curricu lum; 

(d) assessment of stude nt learning outcomes; and 

(e) planning for institutional effectiveness. 

For instimtions offering programs in which state certification. licensing. or registrat ion is 

mandatory in order to become employed in a specific career field. curr iculums must contain the 
necessary course work ro afford students the oppormnity ro obrain rhe minimum skills and 

competencies in order to become certified. licensed. or registered in that career field. 
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Section Criteria Revision Date 

3- 1-503. Specialized/ 
Programmatically 
Accredited Programs. 

3- 1-505, D irect 
Assessment 
Competency-based 
Programs. 

1-3- 103. Eampm
hddi tiou Learning 

~-

TITLE III Evaluation 
Standards 

Chapter 3 
Standards for 
Occupational 
Associate's D egree 
Programs 

Bylaws 
Article IV 

Where accreditation of a program by a specialized or programmatic accreditor is required for 

students co obtain entry-level employmenr in the state where the institution is licensed or 
otherwise approved, the institution must obtain such accreditation in a timely manner. The 

institution muse provide and document norificacion co students as co: 

{a) which programs hold specia lized M programmatic accreditation; 

(bl whether successful completion of a program qualifies a student to receive, apply to cake. or cake 

licensure exams in the srace where rhe inscirucion is located. For on -line programs, this information 
must be provided for all states from which the institution enrolls students; and 

(cl any ocher requirements char are generally required for employment. 

The institution shall assess the curriculum and/or the need for specialized accrediracion and update 
it as needed co reflect current requirements for employment. 

Competency-based programs urilize direct assessment of student learning by facu lty and ocher 

experts in the field serving under rhe supervision of the institution for academic progression in lieu 
of clock or credit hours. The inscitution muse demonstrate char ir has urilized a robust and 

structured process for idenrifring the required knowledge. skills and professional behavior i"sofr 
skills") robe considered "competent" in che field. The syllabus for each course muse clearly define 

rhe competency standards and how rhe direct assessment of student learning will be conducted. 

1-3- 103. Learning Site. A c,mrpus addition learning site is a location where educational activities 
are conducted apart from a main or addi tional lowcion branch campus char does nor, on irs own, 

qualify as an addicion,cl location uranch. 

INTROD UCTION 
In addicion co rhe genera l standards in Chapter I, which apply co all institutions, the following 

standards apply specifically co institutions offering occupational associate's degree programs. 
Occupacional associate's degree programs are chose programs which award associare's degrees char 

contain less rhau a maximum of 15 semester hours, 22. 5 quarter hours , or the equivalent of 
general education unless ochct wise tcquircd by the state. 

Section 2 - Eligibility far Election and Voting. Any person emp loyed by a member inscirurion in good 

standing and meeting other eligibility criteria is eligible to run for Council and Board membership 
provided that pusou has been 1tgistucd putsuaut to these Bylaws with the Boatd of Ditcctots by 
the ovn1e1ship ofa 111e1nber institution. l11<1t pe1so11111ust be identified dS the "Designated 
Delegate'' of that 1uunbu. Each 1uain and addition.ti location is entitled to one Dcsiguatcd 

Delegate. Such design<1tion (tlso (tuthorizes dtdl pctson to be the voting 1cp1csentative of the 
u1unbc1 ou a-II ACICS 111attc1S 1cquit iug a vote of the 111unbc1S. Each main and branch campus is 

entirled ro one Designated Delegate who is authorized ro vote in all elections on behalf of thar 
member insricurion as well a.~, in all ocher mat ters requiring a vote of the members. Appointment 

of the Designated Delegate is made by the chief executive officer of rhe institution by notice in 
writing to ACICS. Multip le campuses under common ownership may be represented by one desig 

nated delegate. who shall be empowered ro cast votes on behalf of each campus. Changes of 
Designated Delegate shall be made in writing ar least fifteen ( I 5) days prior ro the date of any 

scheduled election which becomes the record date for determining eligibility ro vote. Results of 
elections sha ll be certified by the Executive Committee. 
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Section Criteria Revision Date 

Bylaws 
Articl e IV 

ARTICLE I- General 
Provision s and 
D efinitions 

Section 5 - Terms. Term of service as a commissioner shall be five years~, except th"t a A person 

elected or appointed co fill a term of less than rwo and one -half years is entitled co ~ submit for 
nom in ation and election or appoincmenc to a full term. Upon completion of a commissioner's 

term , the commissioner shall not be eligible co serve anothe r term thro ugh election or appoint 
ment until three (3) years have elapsed . However. a A comm issioner who is elected to the Office of 
Chair -Elect in the final year of char commissioner's term sha ll have chat term extended for one year 

to allow service as the Chair of the Co un cil to be fulfilled. If nominated. pu blic represencatives 

may serve one additiona l appointment without the three-year waiting perio d. 

Section 7-Public Representatives. Representat ives of the pub lic are perso ns who are inte rested in 

career education ; have know ledge or exper ience useful to the accreditatio n process; are willing to 

contr ibute op inion, advice, and expe rtise to the endeavors of AC ICS and the Council; and are not 
(I) emp loyed or formerly employed by an institut ion or program that either is accredit ed by the 

agency or has applied for accred itation or (2) associated as members of the govern ing board, 

owners , share holders , consul tants or in some ot her sim ilar capacity with an institution or program 
that eithe r is accred ited by the agency or has app lied for accredi tatio n; or (3) a member of any 
related , associated, or affiliated trade association or m embers hip organizat ion; or ( 4) a spo use, 
parent, child or sib ling of an ind ividual identi fied in pa ragraph (I), (2) or (3) of th is definit ion . 

Chapter 2 l NTROOUCT ION 

Institutional Changes 
Approva l by ACICS is required before substantive changes are imp lemented , and institutions 

should notify ACICS of ocher significa nt changes. The mate rial in chis chapter explains the 
evaluation procedures th at ACICS will follow for approving substantive and non-substantive 

changes. 

11,c Cou11cil sl.all be 11otified innaediatdy ofsubsta11tivt: changes at aa institution, indudi11g 

drangcs in its 111issio11 01 ubjcctivcs, 111a11agc111c11c, uwnush ip, wnuul, cduwcional p1og1a111s, 111udc 

ofdelivc1y, 1Ia111c, gcog,apl.ic location, a11d state 0 1 local aat lto1ity to opeiatc, any ofw lrich 11,ay 
1csult in a w111p1chc11sivc re, icn by cite Co uncil. 
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EVALUATOR REIMBURSEMENT INFORMATION 
POLICY AND PROCEDURES 

ACICS GUIDELINES FOR TRAVEL REIMBURSEMENT 
Each person is expected to exerc ise the same caution and care for incurring expenses while 
trave ling for ACICS activities that a prudent person exercises when traveling on persona l 
business . The institution s we accredit pay for the expenses related to evaluation visits and may 
review the expenditur es and reimbur sement requests made by our staff and volunteer evaluators . 
Additionally, ACICS needs to ensure that expenditure s being reimbur sed are reasonable and 
justifiable to meet IRS regulation s (accountab le plan) and recommendation s from our auditor. 

Polic y and Pro cedure s requir e travel expenses to be itemized and submitt ed using the Concur 
expense reimbur sement tool. Access to Concur is obtained by loggi ng on throu gh ACICS and 
clicking LINK TO CONCUR 

• All expenditures must be support ed by original receipts. Please attach to "8 ½ x 11" sheet s of 
paper with tape and send them to ACICS , 750 First Street , NE , Suite 980, Washington DC 
20002. Provide as much detail as possible on the natw-e and rea son for the expenditures 
invo lved. Failure to provide adequate documentation of expenses will void ACICS ' 
reimbursement responsibilities . 

The following are valid business travel expen ses and will be reimbur sed by ACICS if the 
docum entation identified below is provided: 

I. Transportation: 

Air 

Team members are respo nsible for making their own transportation arrangement s. Please 
do not schedule return transportation that would require you to leave the premises of the 
institu tion be ing visited before 5:00 p.m. on the last day of the vis it unless advised 
otherwise. The Coun cil provide s travel/accident insurance for eva luators . 

A. Coach/economy class fares will be covered by ACICS when purcha sed through the 
Concur trave l expense system using the ACICS American Expre ss account. Advance 
purcha se of airfare (more than 7 days before dat e of depar ture) should be made 
whenever po ssible. 

B. Advance approval must be given by the ACICS staff member coordinating the visit for 
ticke ts cos ting more than $ 1,000. 

C. A copy of the travel itinerary with total cos t paid (holds or quot es are unacceptable), 
departure and destination , dates of travel, and rate class is required for reimbursement. 

D. Passenger receipts without the above information are not acceptable documentation for 
reimbur sement. 

E. Trave l agent invoices for airline ticke ts are not acceptable doc umentation. 



Train 

Eva lu ator Travel Reimbursement Policy 
Revised August 2014 

Train travel to and from a visit requires the same documentation as commerc ial airfare. 
Business class is acceptable when less expensive than coach airfare . (Note: If the total cost is 
$500.00 or less an airline comparison is not required.) 

Personal Auto Use 
A. If personal auto is used for travel from home base (i.e., personal residence or place of 

employment) to a visit site and back, total reimbursement for the trip is limited to the 
amount of the cost of round-trip coach class airfare purchased more than 7 days prior to 
departure. 

B. If you choose to drive from your home base to the visit locat ion, include a printout of 
airline "quotes" from trave l services such as Travelocity, Expedia, or Orbitz documenting 
what round trip coach class airfare purchased more than 7 days prior to departure would 
cost for travel from your home base to the visit site. (Note: If the total miles driven from 
your home base to the site visit and back is 400 or less an airline compar ison is not 
required.) 

C. If a personal automobi le is used to travel to and from a visit, mileage reimbursement is at 
the current governme nt rate. A "map it" mileage printout from Map Quest, AAA, etc. 
with home base starti ng address and visit ending address must accompa ny the request for 
mileage reimbursement. 

D. In-transit meals or hote l accommodations will be reimbursed during use of personal 
automobile to or from a visit if receipts are provided; however, the total reimbursement 
for mileage and other trave l expe nditures for the trip are limited to the equivalent of the 
cost of round-trip airfare as defined in A, above. 

Rental Cars 
A. Rental car expe nses will not be reimbursed unless approved in advance by the ACICS 

staff member coordinating for the visit. Preferred rental car agency is A vis ( use 
discount #D375300). 

B. Receipts should show date/time out, miles traveled, date/time ofreturn and total cost 
paid. 

C. The Council does not reimburse for insurance coverage of a rental vehicle. 
D. The "bring it back full" gas option should be chosen upon signing a rental agreeme nt 
E. If you are asked to rent a car by an ACICS accred itation coord inator and agree to do so, 

the Counci l has coverage for both Liabi lity and Physical Damage for rented vehicles. 
You should complete the rental agreement with Your Name, c/o Accrediting Council 
for Independent Colleges & Schoo ls, 750 First Street, NE, #980, Was hington, DC 
20002. This is needed to tie the company into the contract for coverage . If there is a 
loss or claim, it would be reported directly to the Hartford, under policy number 
42SBANK8991, Hartford's direct reporting number is 1-866-467-8730 and their E-mail 
address is agency.services@t hehartford .com 



Commercial Ground Transit 

Evalu ator Tra ve l Re imbur se m e nt Poli cy 
Re vi s ed Augu st 2014 

A. Taxi, commuter bus and mass transit system fares that take you between the airport, 
station or your hotel and the work location of an ACICS institution will be reimbursed. 
B. Airport or hotel shuttles are to be used whenever poss ible. 
C. Receipts are required with the following information: 

1. Date of travel 
2. Name of transporter (Cab Company, rail line, etc.) 
3. Departure and arrival locations 
4. Names of people riding, if more than one 

II. Lodging: 
Normally, hotel reservations will be made by the ACICS accreditation coordinator, but 
payment is the responsibility of each team member. (Staff will not pay for the hotel! 
lodging costs of team member s unless you ask them to do so.) 
Regardless of who's credit card is used for the hotel costs , all incidentals are the 
responsibilit y of the evaluator. Incidental expenditur es are reimbursabl e pursuant to 
the allowed expenses within this travel policy. 

For convenience, all team members will stay at the same hotel. The accreditation 
coordinator will notify team members of the name, address, and phone number of the hotel 
as well as the confirmation number for their reservations. In the event that travelers are 
unable to find reasonable flight accommodations on the last day of the visit, approval by 
the accreditation coordinator will be needed in order to submit for an additional night 's 
stay. 

A. Expenses for spouses, relatives or guests' hotel accommodations or room service meals 
are not reimbursed. All reimbursements for hotel rooms will be at the single rate. 

B. Changes made to hotel reservations by a team member may create a rate change. Any 
rate increases due to changes made will be the responsibility of the team member. 

C. Reasonable personal long distance telephone calls home, related to arrival and departure 
plans, are authorized. Receipts are required (may be on hotel bill). Personal cell phone 
use is encouraged. 

D. A daily Internet connection charged to the hotel bill will be reimbursed. 
E. Reasonable laundry service is authorized on extended visits consisting of four or more 

visit days. Receipts are required 
F. In-room movie expenses will not be rein1bursed. 
G. In-room "honor" bars/boxes/refreshmen ts will not be reimbursed. 

III . Meals and Bevera ges 

A. A credit card "total only" receipt is not acceptable documentation. For reimbursement 
documentation, printed receipts should include: 

1. The name and location of the restaurant 
2. The names of people served 
3. The food/beverages ordered 



4. The date and amount of the expense 

Eva lu ator Travel Reimbursement Policy 
Revised August 2014 

NOTE: Increasingly tips are autom aticall y added to meal receipts. They may also be referr ed 
to as a service charge or delivery charge for in room dining . Additional tipp ing will not be 
cove red by ACICS. Tipping beyond 20% will also not be reimbursed. 

B. Meals charged to hotel bills must be reaso nable and doc umented with a rece ipt showing: 
1. The name and locati on of the restaurant 
2. The names of peopl e served 
3. The food/beverages ordered 
4. The date and amount of the expe nse 

C. Reimbur sement for meals/food/beverages normally begins after depar ture from the home 
base and continu es until returnin g to the home base . Therefore, reimbur sement for meals/ 
food/b everages purchased (at airports or in transit to or from the airport) befor e 
departures from or after return to your airport of departur e is not normally provid ed. 
Howe ver, reimbur seme nt will be given for meals/foo d/beverages purchased before 
departures from an airport if there is a de lay in departure time or the flight is longer than 
three hours and for mea ls/foo d/beverages purchased after return if an unusually late 
arrival is involved. A written explanation should accompany requests for such 
reimburseme nts. 

D. For meal and bevera ge purchases only, which are under $ 10 and if a rece ipt is not 
available, are no longer necessa ry. How ever, an explanation for the expense must 
include the purpo se of the expense, the amount and date. 

E. Lavish or extravagant meals - Each visit is unique ; lavish and extravagant meals should 
be avoided. ACICS staff has been advised that perception by others is important when 
choo sing restaurant s. 

F. Alcohol: Discretion should be used. Per ception by others is important. 
1. Reimbur sement will not be made for alcohol consumed other than that served with 

dinner and detailed on a meal rece ipt. Alcohol consumed in a bar area while waiting 
to be seated for dinner may be considered as being served at the meal that follows. 

2. There is a maximum of 2 alcoholic beverages per dinner per perso n 
3. Alcoholic beverages served for group consumption, such as pitchers of beer or bott les 

of wine are not allowed. 
4. Prior to operating motor vehicles, abstain from co nsuming alcohol. 

IV. Preparing Team Reports: Up to a maximum of $25. 00 will be honor ed for the cos ts of 
produ cing, dupli cating, or prep aring team report s or for phoning team members before or 
after the visit. 

V. Miscellaneous: Reimbursement will not be made for prescription or over-the-counter drugs , 
souvenirs, clothing , book s, magaz ines/newspaper s, bar bills, or non-Coun c il related travel. 

TIPS - The maximum amount of cash tips related to maid, baggage and concierge services is 
$20.00 per visit. This doe s not includ e tips for car/cab service and meals. Any excessive 
tipping as it relates to these and other services will be reviewed for approv al and/or reject ion. 
Tips shou ld be listed with amou nt and purpo se in the explanation field. 



VI. Honorariums: 

Evalu ator Tra ve l Re imbur se m e nt Poli cy 
Re vi s ed Augu st 2014 

A. An honorarium of $350 per actual visit day is paid to the chair of the evaluation team. 
The honorarium covers all telephone calls, mailing expenses, etc., incurred by the chair 
for team coordination and report preparation. Separate reimbursement will not be 
provided for these items. 

B. An honorarium of $250 per actual visit day is paid to evaluators for partic ipating as a 
team member. 

C. An evening schoo l visit, when coupled with a one- or two-day visit, does not qualify an 
evaluator for an additional day's honorarium. Honoraria are based on the number of full 
days scheduled for the visit. Each honorarium is intended to cover travel time, time on 
the premises, and time involved in preparing the formal report to the Council. 

D. The honoraria will be paid by the Council upon completion of the visit and rece ipt of 
reimbursement request forms with rece ipts incurred. All requests for reimbursement are 
to be sent to the Council office in Washington, D.C., not to the institution visited. 

Expense forms must be submitted within 60 days of completion of the activity. Requests 
for reimbursement received after 60 days will ,wl1 be honored. 

Thank you for your work as an evaluator . 



If.fl ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 

TEN GUIDING PRINCIPLES FOR THE SITE VISIT 

1. CONFIDENTIAL INFORMATION 
Site visitors often learn private matters about an institution that otherwise are not publicly 
known. Do not disclose evaluation visit activities or results following the visit. 

2. PERSONNEL OPPORTUNITIES 
Site visitors often discover talented personnel during evaluation visits. Do not take 
advantage of the opportunity afforded by your position on the team to recruit personnel. 

3. SERVICES AND GIFTS 
Site visitors may be invited to services or gifts. Do not accept any articles, no matter how 
small. Be mindful of any activity or the appearance of impropriety. 

4. CONSULTING 
Site visitors might see an opportunity to suggest themselves for consultant services, a 
temporary job, or a permanent position with the institution. Actively paid consultants 
should not serve on AC/CS site evaluation visits. 

5. DEFICIENCIES 
Site visitors should report deficiencies that violate Council expectations. Areas in which 
the institution may correct minor details should be permitted and encouraged. 

6. GOOD JUDGMENT 
The accreditation process is developmental, not punitive. Site visitors should see 
accreditation as a mechanism to (1) assure the quality of the institution, and (2) promote 
the improvement of the institution. 

7. BEST INTENTIONS 
Site visitors should report the positive and negative side of their findings. Evaluators 
should not attempt to fix concerns. Rather, constructive criticism should be provided for 
overall institutional improvement. 

8. PERSONAL OPINION 
School personnel often see site visitors as being the final authority. Site evaluators 
should refrain from personal theories, philosophies, or techniques as the solution to areas 
of concern. Council standards should be the rule of measure. Recommendations should 
be included following the conclusion of the report and should be based on practicality, 
applicability, and merit. 

9. DISCRETION 
Site evaluators are privileged to hear personal opinions and concerns from school 
personnel. This candor is essential to the evaluation process. As a result, the 
information received should be positively used and shared when appropriate, but all 
efforts should be made to protect the identity of those critical of an institution. 

10. OBJECTIVITY 

1/07 

Site evaluators should conduct their review with objectivity. All institutions should receive 
the same level of review scrutiny regardless of their size, affiliation, or accreditation 
history. 

Page 1 of 1 
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Proprietary Statement 
This document conta ins proprietary information and data that is the exclusive property of Concur 
Technologies, Inc., Redmond, Washington. If you are an active Concur client , you do not need written 
consent to modify this document for your business needs. If you are not an active Concur client , no 
part of this document may be reproduced, transmitted , stored in a retrievab le system, translated into 
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Welcome to Concur 
Concur integrates expense reporting with a complete travel booking solution. This comprehens ive Web
based service provides all of the tools users need to book travel as well as create and submit expense 
reports. Managers use the service to review and approve expense reports. Back-office employees use 
the service to produce audit reports , ensure compliance, and deliver business intelligence to help 
ACICS reduce its costs. 

Section 1: Log on to the ACICS website 
How to ... Additional Information 

1. Log on to the ACICS website . Your password is case sensitive. 

If you are not sure how to log on, check with the 
ACICS Evaluator Manager. 

Please login to continue. 
SYSTEM ALERT 06.24.2013 

IHTERtlET EXPLORER 10 COMPATABIUTY 
If you are using Internet Explorer 10, you wl experience a compatibility issue 
with the ACICS member portal Unti the system is upgraded to accept E 10, 
you may use Internet Explorer 10 in COl11)8tabiliy view or login using Internet 
Explorer 9 or below. ACICS helpdesk is avaiable to assist with the 
compatibility view option (eBiz@acics.org). 

MULTI-CAMPUS 1H PROCESS FUHCTIOIIALITY 
f.lain campuses with mutiple addoonal locations and mutiple in-process 
applications of a specific type (new programs or non-substantive program 
modifications) may experience difficulty uploading. A solution is being 
developed. In the meantine, if you logon as a main or corporate and 
experience difficulty submittilg a doCtJmenl for mul1>1e locations. please 

contact the ACICS helpdesk for further assistance (eBiz@acics.org). 

User tlame : 

Pass word : 

I would like to reset my password. : ,.. here . 
I would like to update my Username . ,.. ~k here. 

El Remember my login information for 90 days. 

© 2009- 20 13 Concur Technol ogies Inc. All rig hts rese rved. 
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Once you are logged into the ACICS 
site, you can go to the Concur site by 

clicking "link to Concur" 
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Section 2: Explore the My Concur Page 
The My Concur page includes several sect ions that make it easy for you to navigate and find the 
informat ion you need. 

• r 

........ 
MI/W C.. - T• - 11111:.,,,_ 

•. ._. , • .:,°""'"' ... ~ 

Trip Search 

Company Info 

......... .-.oci----- .. -----
--__ .. 

0 Trif,U.. ·--
-
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Additional Information 

This section provides the tools you need to book a 
t rip with any or all of these: fligh t , car and hotel. 

This section displays information and links provided 
by ACICS. 
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Section 2: Explore the My Concur Page (Continued) 

Expense Reports 

Trip List 

Travel Info 

© 2009 - 2013 Concu r Technologies Inc. All right s rese rved. 
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Additional Information 

This section provides links to create a new expense 
report, or view your existing reports, authorization 
requests. It also lists your unsubmitted expense 
reports. 

This section lists your outstanding trips awaiti ng an 
expense report . 

This section provides contact information for help 
with booking travel and general travel information. 
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Section 3: Update Your Travel Profile 
Before you use Travel for the first time, update your profi le. You must save your profile before you first 
att empt to book a t rip in Travel. 

Update Your Personal Information 

How to ... 

1. On the My Concur page, click Profile on the 
menu at the top of the page. 

2. On the Profi le submenu, click Personal 
Information . 

3. On the My Profile page, update the appropria te 
informat ion, and then click Save . 

Be sw-e that your profi le name matches yo ur 
driver's I icense and passport. 

My Concur Trave l Exp@n!.e Profi le 

Additional Information 

The submenu is listed horizontally under the Profile 
tab. You can also hover over the Profile tab to view 
a dropdown version of the submenu. 

Complete t hese sections of your t ravel profile: 

• Name & Airport Security 

• Home Address 

• Work Address 

• Contact Information 

• Emergency contact 

• Travel Preferences/Rewards Programs 

You must complete all fields marked Required (in 
orange) to save your profile. 

Verify that the fi rst and last name fields match the 
ID used at the airport. 

The country you select in the work address fields 
will determine the default map t hat appears on the 
Concur Travel Map tab. 

There are several Save buttons on the profile page. 
You only need to save once as every Save butt on 
saves the entire profile. 

My Pro file 

Your t nfOrnt.t:ion 

~ W an-~ 

ComparffW cnr ioi 

Co<,d,WQl""'II~ 

& .a ~ :,-~ 

~ erpr,;yCoc.lld 
Cte:1!~ 

-c. .-:;:1"t '"; ;: r;; f ..: ,; f ,.;; - .a;- <2yt"l~t"'il"'I ,'C'".t~ ..- ~e; t ;;r., ;i- 11fr~ - ~•i;• .it :.;. ~r• .. ,g"'t-:f:;o.i ~.r-• ~- .r~ "'-=- il'" '":ii=--~- :~~" r.;!.'.I 

"f'"J .1•t" tJUJ' .::I! b..n..-t~.0:.71 1 -.IN:"'l,..CI"\ l -'<'00)' "I tf. 1 JI. 
... 

Tt~~~ 

~T r.-.1 
heq.Je:C·Trmi-~ ~ ~ 

A.I.Rlt.-e../ Arr~ --1:iq:wa• in' Cl""T'.tot 

""""'~ -"'"'"'"""" Aw= 
"""'- C. ........... """"" 

You.r~MJd Aa,part~!lo;:;~ -~(.;c-:.-;i ., ~., • :~.., • '" ..-: , T .;1.:: .:- ::-io =,,;,-..:-,:; •.,..., ::~e"' ; •.:-a~~c. ~o~-Q:~;;'"' : '" ; ~-o !O ..i;-i~' c•·c ., : "l;-: ,.c ..i 

.:-p"tMl:oJ .. tj, ~" -- ,y~ c :11•., ed ,,,. ., ni.-. egr. • h ... .. ... . Cl"'!)"C\ol~ .;...,t,.l: l~G•UI C'fl"'!~ t"'!'l'lC"'I t., .. .. .... . ~~ )"C\l,~t.:ut 

C~lnk>nn.iiCIOII 

r·--· 11,•;a-u,;2.0 

., 
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Section 4: Make a Travel Reservation 

Step 1: Make a Flight Reservation 

How to ... 

1. On the My Concur page, click the Flight tab at 
the left side of the page. 

2. Select one of the following types of flight 
opt ions: 

• Round Trip 

• One Way 

• Mult i-Segment (ACICS staff approval 
needed) 

Flight ca, 7~ -.,; II Fr,g!-o Stat.> ] --
i! Ro..NITM> 0 Or•l'i!Y If'.) IJ,t-Segl"•nt 

DiOart.reC,y lV SU 

Searo•. WA • Seatt'• Tacoma~~ Arpt 
;: .,.:: •"' .i ~r:;.'1 k ~:1- .. t ti • t r;:;-i::; 

Atr'<a,c,y ir; 

e-.,; .... ;a r,.:.11 ~ ;s:,: -.,1" t W •rcot, 
D•Jllrr..r• ~ -- --- 0 ckpatt ... Womrg ... : 3 ... 
r.ttiA'" ~ 

~part ... Aftomoon ... :3 ... 0 

EJ P<t-.p Droo-olf ar ata •oort 

E.] fire a Hot• 

le] l;;ef~,.,,~.i!> e or) • rfare3 

Surd\ ffights"f: ' i>N:• -~. 
Flights wl no double connections 0 

[ Surd\ I 

3. In the Departure City and Arrival City fields, 
enter the cities for your travel. 

4. Click in the Departure and Return date fields, 
and then select the appropriate dates from the 
calendar. 

© 2009- 20 13 Concu r Technol ogies Inc. All righ ts rese rved. 
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Additional Information 

If you have a car, hotel, limo, or rail to book without 
airfare, use the corresponding tabs. 

When you type in a city, airport name, or code, 
Travel will automatically search for a match. 

You can also select the appropriate Departure and 
Return t imes and time range. Travel searches 
before and after the t ime you select. 
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Section 4: Make a Travel Reservation 

Step 1: Make a Flight Reservation (Continued) 

How to ... 

5. Select Search flights by Price or Schedule. 

6. Click Search. 

© 2009 - 2013 Concu r Technologies Inc. All rights reserved. 
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Additional Information 

The forward tab that you see on the search results 
screen will depend on which you select. 

Depending on ACICS's configuration, you might be 
not if ied that there are non-stop flights, but they 
don't exactly fit the times you have entered. If you 
want, you can change your search criteria to include 
non-stop flights. 

n.cor,,,._....,._,,_OCAIIOSlA-UIOAMtM71JO 
AM. 

X 

TIIM•111u1&--..~....-...,,-...,11>t1.......,_a.oo 
""'"'°""" V.o,,ld,...lttle~~MMCll- ........ ~l\p,u l 

... R c- .. 

To filter t he results, select a column, row, or cell in 
the airline grid at the top of the results screen or 
use the sliding scales on the right. You can easily 
switch between the Shop by Fares tab and the 
Shop by Schedule tab by clicking on the tab . 

You can also click the more like this link, and t hen 
select either Outbound flight or Return flight to 
view more options for the selected f light. 
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Step 1: Make a Flight Reservation (Continued) 

How to ... 

7. Review the search results on the Shop By 
Fares tab, and then click Show Detail s. 

8. Select any green (unoccupied) seat and position 
the mouse pointer over a seat to see the seat 
number. 

Additional Information 

Click show details to expand flight information , to 
view fare rules and, if needed, to add or choose a 
different frequent f lier program. Travel 
automatically selects the corresponding frequent 
flier program from the profile , if available. 

To select a seat, click the View Seatmap icon next 
to the flight. A code for seats appears at the bott om 
of the page, showing which seats are available, 
occupied, or considered preferent ial. 

Select preferent ial seats (highlighted in yellow) only 
if you have preferred status on the selected airline . 
Your frequent flyer number must be in your Travel 
profile. If you select a preferent ial seat and this 
informa tion is not in Travel, your seat request might 
not be honored (Not e : Once the flight is 
ticketed , you can manage your seat selection 
directly through the air carrier website). 

Some seats are marked handicapped and can only 
be selected by a t ravel agent. If you are ent it led to a 
handicapped seat , make sure your travel agent is 
aware of your situat ion. 

• http: //rqa3-cb .outtask. com/tw Popup/popup _seatmap. asp? airv=A58cfltnum=660&bic= V&startdt=20 I 0-12-27&numseats= I &startcity =SEA&endcit• C/ 
Seat Map 

~ ~A/4 ~ 
Alaska Airlines Flight: 660 Boeing 737-900 
Seattle Tacoma Intl Arpt (SEA) - Dallas Ft Worth Intl (OFW) 
1212112010 D 
Seal Selection: 

F ■■a •••• -- •• •••• •• ••••• ••• E lllllllai •aa■ l■■aa ■■ lll ■aa 

011••··••i••·· ····· ······ ·· 6 7 8 ') 1011121314151617181')202122232425 2627282'130 3 1 

C • fi a ••••• • •• ••••• • • • 
s llla llll• ■aaa■■lallllllaaa 

A ll ■• •····················· 
Seat assignment is subj ect to change up unt i l t ime of departure 

I Available seat • Occupied seat Preferentia l seat ■ Exit row 8 Selected seat 

1 Preferential seating is not generally available for d iscounted fares, or travelers without higher 
levels of frequent flyer status. Ill 
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Select Seal [ Close 
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Step 1: Make a Flight Reservation (Continued) 

How to ... 

9. Click the appropriate seat to select it , and then 
click Select Seat . 

10. Once you have made your seat selection, click 
Close. Repeat for all flights. 

Additional Information 

To change your seat, click the seat you prefer . Point 
to a seat to view the seat number. 

After you select your seat for a f light, you can either 
click Change Seat or select the next flight in your 
reservation. Travel will prompt you to save your new 
seat selection. 

11. From the Shop By Fares tab, click Reserve to 
select your airfare. 

Policy information appears next to the Reserve 
button. The Reserve buttons are color coded as: 

My Concur Travel Ex~nse- Profile-

liona Trip LibrlfY Temp&iw, Policy Pro""- TOCNI 

S@.attl~ WA To Oaillct$. TX Fri. Nov 22 - Mon. Nov 25 

~ ~ 
All 

151~ . '::S 0.tta 
Multip~ 

Unfed 
Urrien 

~ 
~CMl 

Nonst op 42L 391.&> 
lS •u.110 •· '"' l•G~5 

lstop lOLOO 40 }; 4-30 402.10 
1Ji•c:...,...J ; :ir::.w'!i ........ t,&rt:.,i'ti z:·c:.. .. -u 

2stops 37!.20 
i •u.'tl i•a .. -:s 

St-,o,.\• f1, t ':"Sp rt te• r-:: 0 

H 
'\i..b 
Ai.11nes 

4SL80 

•== 
41360 

i.ru ... iu 

• A green Reserve button indicates the fare 
is within policy. 

• A yellow Reserve indicates the fare is 
outside of policy. If you select this fare , you 
must enter additional information . 

• A red Reserve button indicates the fare is 
outside of policy. If you select this fare, you 
must enter additional informa tion and wait 
for manager approval. The t rip will not be 
ticketed until it is approved by a manager . 

Prn £ • ..,..,3 Chang@ Fl;ght Search 0 

1-1;: • .,..itri.,. 
Outbound · Fri. Nov 22 l;l 

·-
us Depart • • 

A1rwaY'$> 6:00AM -12«1PM 

Arr-iVt' r. ..; 
12:35 PM • 1132 PM 

634.3() 
C :i~.rJ Return - Mon. Nov 25 

Depart ~ 
12:10 PM • S·40 PM 

Arrlvo [• • 
Shop by Fo,- Sl-oo Sc-.. Sort-10Sy Pric€• low tot{tgh 355 PM· LL4S PM 

« PrOYious I P- 1 0 116 1 Nut » I Ml 

Pri<e Cartier l>epMt Arriv e 

SlOLOO SEA 6:55am DFW 

Nill J,i&:1 ~ Dolla 
DFW 5:«lom ... SEA 

Comp t(• ., -::;:- Mor. UU\1: + 

SlOLOO 
A 

SEA lLJO:lm ~ DFW 

M;JfUu&?'I 0.. 'tll 
DFW 5·«iom ~ SEA 
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Stop$. Our.at ion 

M,~ '~;J 
ll1'9pn! l 7h 29m 

Showd<tffl0 

~ l 6h~:7 11.~ l 7h 29m 

Pria 

Price 

SlOLOO • SllU! 

Disp~ Settings 

CJ Mot Nor--re~ b eh1rn 

EJ!; Cf! Pmo@.f!fCoilifi!:! 

El Oe-?:in., ~.!"." .. '!Tl Sal""e ,.,porter~ 

C 

~ 
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Section 4: Make a Travel Reservation (Continued) 

Step 2: Complete the Reservation 

How to ... 

1. Review the details of the reservation, and then 
click Next . 

2. On the Trip Booking Information page, enter 
your trip informat ion in the Trip Name and 
Trip Description fields. 

3. Click Next. 

4. Click Purchase Ticket to finalize your trip. 

Additional Information 

From here, you can add or make changes to the 
dates of the flight. 

The trip name and descript ion data are for your 
record keeping. If you have any special requests for 
the travel agent, please enter them into the agent 
comments section. Some request may result in 
higher fees. 

You will see the name and itinerary, along with the 
quoted airfare amount. 

If you need to contact our travel counselor, they are available 24 hours a day. 

Travel Incorporated 
4301 Anchor Plaza Pkwy 

Suite 125 
Tampa, FL 33634 

Phone: 866 712-2801 

Online Support is 866 738-6444. 
Monday through Friday from 7:30 AM EST to 12 midnight. 

© 2009 - 2013 Concu r Technologies Inc. All right s rese rved. 
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1. At the top of the My Concur page, click 
Travel. 

2. On the Upcoming Trips tab, click the name of 
the trip you want to change. 

Additional Information 

Flight changes are available for e-tickets that include 
a single carrier . 

If the tr ip is already ticketed but has not occurred, 
you can change the t ime and/or date of the fligh t. 
Your change options will be with the same airline 
and routing . 

Directly contact your travel agency, the appropriate 
Website, or vendor if you did not book your tr ip 
using Travel. 

Company Notes 11 Cliqbook Map Upcoming Trips Trips Awaiting Approval 1J Remove Trips 

Policy f or Expense Reports I US Expense Policy G'.] 

« I!~ 
Trip Name/Desc,iplion Locato r Status start Date End Date Expense Report? 

tf.!!J! from Seam .. ❖ 
ed 12/20/2010 

View ltinera~ 
E-m ail Itinera!:X 
View Reguest 
Create Tem(!late 
Change Trie 
CancelTrie 

-

3. From the Trip Actions menu, click Change 
Trip . 

4. On the Itinerary page, select the portion of the 
t rip you want to change. 

5. To cancel your entire tr ip, click the Upcoming 
Trips tab. 

6. From the Trip Actions menu, click Cancel 
Trip , and then click OK. 

© 2009 - 2013 Concur Technologies Inc. All rights rese rved. 
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12/23/2010 
, 

From the Itinerary page, you can: 

• Email your itinerary 

• Change seat 

• Change the flight day or time for trave l (you 
cannot change the airline) 

• Add, change, or cancel car rental 

When you cancel a trip an e-ticket will be retained 
that you can apply to future ACICS trips. 
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Section 6: Create an Expense Report from a Completed Trip 

How to ... 

1. On the My Concur page, in the Expense 
Report column of the Trip List section, click 
the button for the appropriate trip. 

2. Complete all required fields (those with the red 
bar at the left edge of the field) and the optional 
fields as directed by ACICS. 

•ncur 
[ Mt Concur Tr.ave ! Expen!!e Profile 

TripS~ch 

Pa r )'tM' f ; /--t ur i'"'<l l"ote 

it.g. f"o/'tho~ .. F(toPA~Ofl - ~1 

Company Info 

Trip List 

Trip Name/Dtscription 

Tr p fto'T'l S1utu to PM J'Y.i (NS.t-.SS6) 
8:IJl?ES5 tn;> 

T t 9 fro...., Seatt-• to Wu► f"lit01" (U!Et-,+t 
S:/JfflJ tr;, 

Tr pfro...., Seitt.i to Wiit "';tOI" (L2NVS6 
S!tS¥.leSStr\? 

Trp fro"" 0..Ntr to W11iu-;tor C:-2?!!3 
&,JV,!GJ~ 

Trpfro"" Der\·t-rtoWa-:► ~or, (OQ3YU 

Additional Information 

The button appears in the Expense Report column 
after you have completed the t rip. 

Concur transfers the data from your travel booking 
itinerary and automatically creates the expense 
report. The report will have the same name as your 
t rip itinerary and contains all the expense ent ries for 
each of the t rip reservat ions, including your airfare 
and car rental (if applicable). 

Status Start Da te End Date Expe,,se Repon ? 

NH<!s Expl<,1• Ropott 04/18/ 20L3 04/ l0/20 l3 
W:tha:r.a·wn 

r.-..,.-:t Ol/ 24/ 2013 04/ 26/ 2013 

TJCOtid 04/ 24/20 13 04/26 / 2013 

Wimdril'l\"n Ol/ 24/ 2013 04/ 26,/2013 

rd <tod Ol/ 24/ 20L3 04/ 26,/2013 

V .J .. t: dtl~• B-iAr'IOSAit l'l • SM',tago {30HjSQ 
Un~ ..,~ negocm 

\•l:thc:hwn 05/16/20 13 OS/17/20l3 

V.a~e eu:• ! .. ~ro.sA reia 5.!f;tr,o J,to:::).1::i 

-, 
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Section 7: Create a New Expense Report 

Step 1 : Create a New Report 

How to ... Additional Information 

1. In the or Expense Reports section of t he My 
Concur page, click New Expense Report . 

The Create a New Expense Report page 
appears. The fields that appear on this page are 
defined by ACICS. 

2. Complete all required fields (those with the red 
bar at the left edge of the field) and the optional 
fields as directed by ACICS. 

3. Click Next . The expense report page appears. 

u 
My Concur Travel Expense Reporting Profile 

Vi<w Reports New Expeme Report Approve Reports 

Create a Ne w Expense Report 

Report Hoder 

R<POrt N•rre 

A report name 
needs to be 

created 

Pocy 

I US E,q,, nse Policy 

R<PO<tO.:e 

V 07/2 6(2013 

S<t,oo;O 

l<19S60) Accrtd11Jng Co<Jnd ! 

Select the Project ID for the 
visit. For questions regarding the 

Project ID contact the ACICS 
coordinator. 
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Tan 
v ls11ff 

Add type of 
visit, city and 

state 

Verify that the school ID 
and name corresponds with 
the visit for which you arc 

submitting expenses. 

Ni@lf F canc.i j 
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Section 7: Create a New Expense Report (Continued) 

Step 2: Import ACICS Business Card Transactions to the New Expense 
Report 
ACICS business card transactions are automatically imported into Expense for you - ready to be added 
to an expense report. ACICS determines how frequently new card transactions appear. 

How to .. . 

1. On the Expense Report page, from the 
Import dropdown menu, select Charges & 
Expenses. 

~-ncur 
My Concu:r Tr.ilvel ExpenH Profile 

VteW Charges V rcw Reports New Expense Report V'!eW Re-ce1p,: Stole ApprO\,·e Reports 

Sarah's Expenses 

0 New Expe,v-.e 0Qw<:k Expen;e ; I lmpgn · ) Oeta ls • Receipts • Pnnt/ £..,,al • 

Expenses Charg,s & Exp,ns,s !« Smart Expenses 

LJ Dot• • Expo,... From File 7 ____ Al ur,i; 

2. In the Smart Expenses section, select each 
transact ion that you want to assign to the 
current expense report . 

From the Import dropdown menu, select To 
Current Report . 

• 
My Concur T n,vel Expense Reporting Profile 

View Reports Now Expense Ropo<t Approve R,po,u 

test 

Additional Information 

The Smart Expenses pane appears. A Smart 
Expense combines: trip data from Travel, corporate 
card data. 

F·l§§iM IEll ·N 

...,. lmpon: • Match I Unma tch j Delete 

The expense appears on the left side of the page, 
w it h all applicable icons, such as ACICS business 
card . 

1·565;&1 IS#fo&I 
1 0 Now Exp,nse j 0 QulCk Expenses lmpo<t • Dfflds • R«e,pu • Pnnt • - - -----
Exp• nHS Y,ew • « Sma rt ExfM'IHS 
0 Dal• • Req...t<d lmpo<t • Match Unm,uch 

'!OTALAMOUN'i rOTAl REQUESTED 

$0.00 $0.00 
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Section 7: Create a New Expense Report (Continued) 

Step 3: Add an Out-of-Pocket Expense to the New Expense Report 

How to ... Additional Information 

1. Click New Expense. The New Expense tab appears. 

2. On the New Expense tab , select the 
appropriate expense type. 

The page refreshes, displaying the required and 
optional fields for the selected expense type. 

• https. www.conCl,. p • a ~ e X 11 • Expense Center - Jeffrey Sc.-

Filo Edit v;,,,_, Favorites Tools Help 

x Go gle Out of Pocket 

X Convert • 1£ Select 

-t'i cm] Myl .. (f Shoo ... 'J Suro. .. ~ Konu ... ~ Stan._ ~ Stan- ( ' TraL I~ Curr-

• 
MyConcur TnlWI E,,,,.._ R-,.,g ,.,_ 

,.. _.I Search • • ~ Share More » 

---------------------------
V" MW - --- .....,..._,, 

Signln ~ • 

test N-t15·¥M 1¥5,.N 

,_ ,, 
S0.00 

I= 

• l01m.~ 

Do not select 
this field 

--~ ..,..-==-·=-'----~ 
~ 

The American Express - Air Travel/Hotel 
payment type should be selected for Airfare or 
Train expenses when the AC ICS American 
Express account was used. Car Rental -
A vis/Hertz payme nt type shou ld be se lected 
for Car Rental expenses when the ACICS 
American Express account was used. 
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"Out of Pocket" 
payment type must 
be selec ted for all 
expenses except: 
Airfare, Train, Hotel 
and Car Rental. 
(Note: This payment 
type must be used 
for all expenses paid 
with a personal 
credi t care!. Do NOT 
choose Amer ican 
Express even if a 
persona l Amer ican 
Exp ress card was 
used) 
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Section 7: Create a New Expense Report (Continued) 

Step 3: Add an Out-of-Pocket Expense to the New Expense Report 
(Continued) 

For date fields, use the calendar to 
select the date of the expense. 

Transaction Date 

For lists, select from the list . 
Vendor Drop down Class of SeMce 

~' l _______ ~l~v I I Economy Class 

For auto-complete fields , type the 
first portion of your choice and then 
select from the list. 

I 0911012010 1¢11 
'fl Septembe r 2010 • 11' 

F SJ s M T w T 

L8 ~~ 31 2 

5 6 7 8 9 

12 13 14 15 16 

19 ~ 21 22 23 

26 27 28 29 30 

' 4 C: f 7 

~ day I 

3 4 

10 11 

17 18 

24 25 

8 9 

Aer Lingus 

Aero Mexico 

Air Berlin 

Air Canada 

Air France 

Air New Zealand 

Complete other text fields and checkboxes as usual. 

I Comment 

I Bu,;nm Pu,po,e 

How to ... 

3. Complete all required fields (those with the red 
bar at the left edge of the field) and the opt ional 
fields as directed by the ACICS travel policy. 

4. Click Save. 
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Redmond , Washingto n 

REDMOND, AUSTRALIA 

REDMOND WEST, AUSTRALIA 

Redmond-Bend apt, Oregon 

A ll Countrie s 

D Personal Expense (do not reimburse 
me) 

Additional Information 

For different types of expenses, such as hotel or car 
mileage, or for expenses incurred in a foreign 
currency, refer to Using Special Features in this 
guide. 

The expense appears on the left side of the page. 
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Section 8: Review and Edit an Expense Report 
You should review for accuracy and edit (if necessary) your reports and all expenses, including ACICS 
business card transactions, before submitting your expense report. 

Step 1 : Review the Report Information 

How to ... 

1. On the Expense Report page, in the 
Expenses area, click any t ransaction to view 
the details. 

2. From the Details dropdown menu, select 
Report Header . 

3. Make the appropriate changes, and then click 
Save . 

Step 2: Review the Exceptions 

How to ... 

1. On the Expense Report page, click Show 
Exceptions . 

2. Click the exception that you want to review. 

Exceptions 
Expense Type Date Amount Exception 

Additional Information 

The expense details appear on the right side of the 
page. 

The Report Header page appears and you can 
view and update report header informat ion. 

Additional Information 

The Exceptions pane opens, which displays all 
exceptions for the expense report. In this pane, you 
can select an except ion to view the expense details. 

The expense details appear on the right side of the 
page. 

Local Phone 09/13/20 10 $20 .00 D Missing required fie ld s: City 

3. Make the appropriate changes, and then click 
Save . 
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Section 8: Review and Edit an Expense Report (Continued) 

Step 3: Edit Multiple Expenses 

How to ... 

1. On the Expense Report page, in the 
Expenses area, select the checkbox for the 
expenses that you want to update. 

2. Select the action you would like to perform for 
the expenses. 

Training 

Additional Information 

The multiple expense options box appears. When 
you select more than one expense, you will have the 
ability to delete, allocate, or edit the expenses at the 
same time. 

If you choose to Edit the selected expenses, you 
will be prompted for all of the fie ld(s) that you can 
update. 

M·##GJH!:M l¾W•d-·!:1 
0 New Expense Import Details • Rece ipts • Prinl / Email • 

Exp•nses 
D Dale ~ 

09/10/2010 

e 
~ ) 09110/2010 

D > 09,0912010 

Copy 

Expens e TJ pe Amoun t 

Business Meats · Meetings 
$ 150.00 Morton·s, San Francisco, Calitornla 

Offi<e Supp lies $200.00 
St ap lesr San Franc isco, Californ ia 

Hotel 
$300.00 Marriott. San Francisco, California 

© 2009- 20 13 Concu r Technol ogies Inc. All righ ts rese rved. 
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Requested You have selected multiple expens e.s. What would you like to do ? 

1. Delet e t he selected exp ens es 

$150.00 2. '-.Wl; one or more fields for the selected expenses 

$200.00 

$300.00 
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Section 9: Use Special Features 

Add Attendees to Meals (when meals include other team 
members) 
For some expense types, such as business meals, ACICS requi res t hat you list t he atte ndees who were 
present at these events. 

How to ... 

1. Click New Expense. 

2. On the New Expense tab, select Meals 
expense type. 

3. Complete all required fields except the attendee 
information. 

• 
My Concur Travel Expense Profi le 

Sales Training 

0 New !x peos, 0 Qu,ct !xpenses Import • J ~ · Rece,pts • Pmt / Ema ] 

Expenses 

D D•te · 

; Add~ Nl'N~H 

r ) 04/WZOll Holel 1145.00 

© 2009 - 2013 Concur Technologies Inc. All rights reserved. 
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VtrN • « 

174S.OO 

Additional Information 

The New Expense tab appears. 

The page refreshes, displaying the required and 
optional fields for the selected expense type. 

In the att endee area, your name automat ically 
appears as an att endee with the full amount of the 
expense. As you add attendees to the expense, the 
expense amount is distributed over all attendees . 

;__;~!':SS:>uroo-;:~ Ve'"'OOfl'i=~ 
IOient&nne, I-· • 
C,y 

LMiMUpot .. Minno,cQ 

USO v 

COl""'-tr,t 

Attendee> 

» S.wch 

C Allondee T)'f)O Attend" -

t:J ~n1G,..,ut Cut1t.'OI" Joff,.,a,,1 

Ill 

1¥1iMl¥11W 

13 

At1endft Title 

Rta!!pt Stott 

= 

-· SIS0.00 

ltffllize I AJloata Att~RK~pt I UOC. I J 
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Section 9: Use Special Features (Continued) 

Add Attendees to Meals (Continued) 

How to ... 

4. Click Favorites . 

5. On the Favorites tab in the Search 
Attendees window, select the attendees for 
this expense, and then click Add to Expense. 

6. To add a new att endee to the expense, click 
New Attendee , complete the required 
information , and then click Save. 

7. To search for an attendee, click Search , enter 
your search criteria in the Search Attendees 
window, and then click Add to Expense. 

8. Click Save. 

© 2009 - 2013 Concur Technologies Inc. All rights reserved. 
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Additional Information 

The Search Attendees window opens. 

You can also locate an attendee that is already in 
your Favorites list by typing the first letter of the 
att endee name in the Favorites f ield, and then 
selecting the attendee name from the dropdown list. 

The new attendee is added to the list. The expense 
amount is distributed among the atte ndees. 

The "found" attendee is added to the list. The 
expense amount is distributed among the attendees. 

The expense appears on the left side of the page. 
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Section 9: Use Special Features (Continued) 

Convert Foreign Currency Transactions 
When adding an out-of-pocket expense that was incurred in a foreign currency, Expense wi ll assist you 
in converting the expense to your currency. 

How to ... 

1. Click New Expense. 

2. On the New Expense tab, select th e 
appropriate expense type. 

3. Complete all required fields as usual except 
Amount . 

4. In the Amount field , enter the fore ign currency 
amount . 

5. Select the "spend" currency from the dropdown 
list to the right of the Amount f ield. 

6. Click the multiplication sign to switch, if needed, 
and then click Save (or click Itemize to itemize 
the expense). 

• 
My Concur Tr•v•I E:w.:pens• ProfiJe 

Trip to San Francisco 

Additional Information 

The New Expense tab appears. 

The page refreshes, displaying the required and 
optional fields for the selected expense type. 

Because the currency conversion rate is based on 
the Transaction Date that you select , be sure to 
select the exact Transaction Date. 

If you select a City that has a different currency 
than your currency, Expense automatically selects 
the spend currency for you. 

Expense supplies the Rate and calculates the 
reimbursement Amount . 

Currency can be converted by multiplying by a 
particular rate or dividing by a different rate. You 
may need to switch from multiplicat ion to division of 
the rate, depending on the type of rate you 
received, by clicking the symbol above the rate f ield . 

1¥5M i£il ·M 
G) New Expense- 0 Qu 1ck Expe,nse;: Import • Detais: • Re::c-.rpts • Pnr.1 / Emi!!i • 

Expenses 

D D••· · '-Ex-'----------- -- • __ R_-'--_ed~ 
Ad4;,,gN.,,,&p,m , 
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N-Expenso 

~l"'O.."t 

160.00 

---------------
ltat1cJ.KtlOt'ID1tt 

v lw1enou 

;,~T"'W 

l=o1 -
X la tt '.'USO■l CAD: =~ t rtJS:q 58.SS 

CAD v I 0.97640000 

□ 
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Section 9: Use Special Features (Continued) 

Work with Mileage 
How to .. . 

1. Click New Expense. 

2. On the New Expense tab, select the 
appropriate expense type. 

3. In the Transaction Date field, type the date or 
use the calendar. 

4. In the From Location field, enter the starting 
location of your t rip. 

5. In the To Location field , enter t he ending 
location of your t rip. 

6. Click the Mileage Calculator. 

7. Click Add Mileage to Expense. 

8. Complete any additional required f ields as 
directed by ACICS, and then click Save. 

• 
My Concur Trilve l Expen'ie Profi le 

Sarah's Expenses 

Additional Information 

The New Expense tab appears. 

ACICS determines t he name of t he expense type. It 
may be called Car, Mileage, or something similar. 

The Mileage Calculator helps you to determine 
mileage between locations. Notice that the To and 
From locations that you entered for the expense 
automat ically appear. Using the Mileage 
Calculator , you can change the locations or add 
additional locations. The distance between locations 
will appear for you to add to your expense report . 

The expense appears on the left side of the page. 

Note: Maps and required documentation must 
be included with your printed expense report. 
(Consult the trav el policy for more 
information) 

0N.,,.E,q,eruo 0Qu,c•E-ruos lmpon • O.U ,1s • 11,c.,p,, • Phnt / Emu • ~=::::;;;============= 
Expenses V .w .. 

["' Dot• • I Expon,o ·I Amount Roqvostod 

M/12/2013 Airfllt 
S420.00 

n IWl0/2013 II<•-• S&.52 

S25.00 

LJ IWl0/2013 Airfare 
1267.00 

lJ M/10/2013 Ml,ctll__,,.. 
S.mo.Wnl-"9!0II 

125.00 

D 04/10/2013 BuJineu Muil (iUende-e sJ 
0 ~ i1".i Satte W.-s: .... r-;ton S145.00 

L.! 04/10/2013 Postage 
~ 6~1"' O I':,• ""'1"1'.,-. 

Sl5.00 
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S420.00 

Sl.51 

l lS.00 

S2'7.00 

llS.00 

S145.00 

Sl5.00 

" -Exponso 

J!:i o'I' Rr; - 2:.:!lll:ff i Rj t"'i 

i Exoerae- ~ Tr.ra-K:vDite 

I PoncNI Cl< Mi\ugo V I 04/12/2013 

~ eoftt-e-r'p Fro.--\ootor 

lo.n.- I I 
To lOClit,c:,n Da)'l""'a,.tT) -pt 

I 
Din.Inc• A.moi.rt 

lo 
(01""".ffifft 
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Section 9: Use Special Features (Continued) 

Copy an Expense 
Use the copy feature to copy an expense with in an expense report. You can then edit the copied 
expense, as needed. 

How to ... 

1. On the Expense Report page, from the 
Expenses area, select the checkbox next to t he 
expense you wish to copy. 

2. Click Copy. 

3. Click on the new expense. 

4. Make all necessary changes to the new expense. 

5. Click Save. 

My Conc ur Tra v el I Exp,e.ns.e P rofile 

Additional Information 

The expense is highlighted . 

The new expense appears below the or iginal. 

The expense details appear. 

Trip to Siln Frilncisco 1•¥@@·@ IEfliN 
0 ,.ew E>,,e= 0QuKk E,q,erues 

Expenses 
C o.,. u-
L.. 04/17/lOU Loo i Phone 

., 04/17/2013 TiJO 

Jmpoct • Deta :11:0 • Re-ee1pu • Pnr: t / Emal • 

o.•m [;] v..,,, • « Exp,,,,, 

Amount Roqvomd 

S10.ot 

S4S.ot 

TOTA! AMOONT 

$55 .00 

S10.00 

S45.ot 

TOTAL REQUESTED 

$55.00 

S ... !"'<t.UPIA'OOS,f 
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VMtdotN.a""'f' 

m item.la Alloatt And R«eipt ] Cane.ti I 

26 



Section 9: Use Special Features (Continued) 

Allocate Expenses 
The Allocations feat ure allows you to allocate expenses to projects or depa rtments. The departments 
you choose wil l be charged for t hose expenses . 

How to ... 

1. Complete all expenses as usual. 

2. Select the expense you w ish to allocate from the 
expense list. 

3. Click Allocate near the lower right -hand corner 
of the expense detai ls section . 

• 
My Concu,- T..-a v e l Ex pen se Profil e 

Sarah's Expenses 

0 NowExpon~ 0Qui<k Expo""' Impo .rt . Dot, i, . Rf( f'iptl, Pnn t / EmiJ 

Expenses V,ew • « 

[_, Date Expen,e Amoun t Reques·1ed 
f" i Add;,g Nw,Expu,u ___ ! 
r IW12/20U Airfare 

S4IO.OO S420.ot 
Ul""t~:.T.re:;. ~ :!l e V,3~t'L\."100 

n IW10/20U 8rHkfut 
"-52 "-52 

D IW10/20U MIJ(:t:l laMOUS 
SIS.00 SIS.00 

LJ IW10/20U Airfare 
Ul""t~:.T...re- s ~ =-:-re \ls'3]l-~"'ton 

llil.00 s.1,1.ot 

□ IW10/20U MiJc.i llMOUi 
S2S.OO S2S.OO 

St1tt•W~or-

D IW10/20U SusinessMeal (attendees) 

0 tu....ar...s Sent e WW '"1tOO 1145.00 ll◄S.00 

D IW10/20U Posu,g• S3S.OO S3S.OO 
Suttt · W11"i r,;ton 

TOTAlAS'OIJNT 

$925 .52 
TOTAi R<QUESTE!l 

$925 .52 

4. From the Allocate By dropdown menu, select 
eithe r Percentage or Amount. 

5. In the Allocate By field, enter the Percentage 
or Amount . 

6. Click in the f ield under the Project ID column 
heading. 

7. Select the Proj ect ID that wi ll receive the 
allocat ion. 

© 2009 - 2013 Concu r Technologies Inc. All right s rese rved. 

Revi sed: April 29 , 2013 

Additional Information 

The expense details appear . 

The Allocate Report window appears. 

. 
NewEx;~ 

~l .. T)"Ot 

IA•rf-
T~rSKtor Or• 

V I04/UJ201J 

E-..s .. es.sP.J'00$e 

1-
\•-llh-adAdnos 
C1) 

l Suttlo, Vlnhin;ton 

/1.""0-f'~ 

I 430.oo USO V 

Co~t 

Ill L ltomla I Allout< I Atud!R«tipt ew.i 

When you select the correct project ID, the correct 
school ID will populate in the School ID field . 
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Section 9: Use Special Features (Continued) 

Allocate Expenses (Continued) 

8. Click Add New Allocation. 

9. Repeat steps 5-7 for each new allocation. 

10. Click Save . 

11. In the confirmation message box , click OK. 

12. In the Allocate Report window , click Done. 

Alloations 

Alloco!e8y 

D 
S2S0.00 [' 

~ 
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20 

20 

. 

A new allocations field appears. 

Add as many allocations as necessary. You can 
adjust the amounts and percentages. You must 
allocate 100% of the total. 

The allocat ion icon appears on the left side of the 
page with the expense. 

T CNl:S2SO.OO Alloat<d:S2SO.OO (lOOll) _.._ ___ 
Odeo, Sele<ted Alloat>on, f..,.,_,, . "4dtof"'°""' 

" Pn,j<(11D . .,_ID -- ., .... Code 

"SU.....,.ocet;SL Cl'~Ace--ec!""~ ·~O,UPCt .,, ~sscc-1,s.0-co_ 

("""'J0001S;L cm'°'"'""''- (CUG)CMAUG STf -4446-lS->60-CU-

~73'100019$6... !l'~A<O'eo t.. CK)(M;)(C STf .A738-19~f.. 

- C.n<el 
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Section 9: Use Special Features (Continued) 

Allocate Multiple Expenses 
If you have multiple expenses in a report to allocate, you can select and allocate all applicable 
expenses at the same time . 

How to ... 

1. Complete all expenses as usual. 

2. Select all the expenses you wish to allocate from 
the expense list. 

• r.. 
rny Concur Trave l I E>epense I Invoice Profile 

Additional Information 

A message appears in the right pane, which states 
that you have selected multiple expenses and 
provides three options . 

View Charges ViewR.eportl New El:ptme Report ViewCalh Ad'vJm;es New Cash Advance Concur Expense ClaHic 

Sarah's Expenses l·#§§M i!MIM 
0 New Expense ] Import · I Oc!:tails • I R«~pts -JI P,int/Email ·] 

Expenses ~ Copy Vi~ ~ « 

lo Date ..- hpense Type Aonount Request~ 
You havl!: ~eded .. u.ipl e expHKes. What woukl you like to do? 

l l /1S/2 0l 1 
C 81ealrh 1d e Jimmy John 's, Seattle,. Washington $1.32 $8.)2 

C 11/IS / 20t1 
Mlsu:I~ 

$25.00 $25.80 

C 11/14/ 2011 
Miscdlaneous 

$25,00 $25 .00 

C 
l l / 02/ 21H Business MUI (it lffldtts) e e Fedex. Suttle, V'4shlngton '$14S.76 $ 14$.76 

I~ 
0,/15/ 20., Post~ e Ft d,::a_. S,att l, , Wuhm gton '$3S.67 135,'7 

[7 
H IGl/ 2111 

e Airf • •~ 
Unitt:d Alrlinu, St:attl~, ~stungton $420.50 :1428.50 

3. Click Allocate . 

4. From the Allocate By dropdown menu, select 
either Percentage or Amount. 

1, 

,. 
3, 

5. In the Allocate By field, enter the Percentage 
or Amount. 

6. Click in the f ield under the Project ID column 
heading. 

7. Select the Project ID that will receive the 
allocation. 

8. Click Add New Allocation. 

© 2009 - 2013 Concu r Technologies Inc. All rights rese rved. 
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Dele-tt t he selected exprn ses 

Alloc:ab the n lected o:pe nsu 

Edit one or more fields for the selected expense s 

The Allocate Report window appears. 

A dropdown list of project IDs appears. 

A new allocations field appears. 

i. D Show ExccptiOOS 
' 
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Section 9: Use Special Features (Continued) 

Allocate Multiple Expenses (Continued) 

How to ... 

9. Repeat steps 5-7 for each new allocation. 

10. Click Save. 

11. In the confirmation message box, click OK. 

12. In the Allocate Report window , click Done. 

© 2009 - 2013 Concu r Technolog ies Inc. All right s rese rved. 
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Additional Information 

Add as many allocations as necessary. You can 
adjust the amounts and percentages. You must 
allocate 100% of the total. 

The allocation icon appears on the left side of the 
page with the expense. If the expense is 100% 
allocated, the icon is yellow , red, and green. 

Note : You may return to an expense that was 
previously entered and allocate as long as the 
report has not yet been submitted . 
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Section 10: Print and Submit/Resubmit Expense Reports 

Preview and Print Your Expense Report 
How to .. . 

1. From the Print menu, select the appropria te 
print option. 

Additional Information 

The three print options: 

• For a detailed report , select Detailed 
Report and check the "Show 
It emizations " box 

The report appears in a separate window. 

•nC 
My Concur Tr~v•I Expenu I Profi le 

Vffl"o"' Chi•gn YMW Reports NN txpinH R.f-pon: 

Trip to San Francisco 

0 New ~me 0Qud Expenses 

· Add"w; N<wf:xptnu 

2. 

Alrf~re 

Tnnsadion Ex~ 
0;11tt :-TXPf 

Employ« N,me, ~- !<Molt< N. 

Efflploytt ID , 00092039 

RcponH<>dct 

Polky,USbp,,,w"'"°'Y 

Business Purpose : Mta.ml Jacobs 

R,port Key, llS89 

Rcpon Id , 2FA6830Ul068A39197SC 

~ 0.ate: 07/16/2013 

App,onl Sutus: Approy~ 

P.1~t Sti tus : Ewacti!d-fo, Payment 

C..m:ncy, US. 0oG.. 

Vffldo< 
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Section 10: Print and Submit/Resubmit Expense Reports 

Submit Your Completed Expense Report 
If ACICS uses cost object approval, your expense report might be sent to multiple approvers at the 
same time . If one of the approvers makes changes to your expense report , you wi ll be notified and the 
report might need to go through the approval process again. Cost object approval allows multiple 
approvers to review a report at once and helps to ensure cont rol, compliance, and visibility of 
expenses. 

How to ... 

1. On the Expense Report page, click Submit 
Report . 

2. Click Submit Report . 

3. Click Close. 

Additional Information 

The Final Review window appears, which lists all 
expenses that require receipts. 

The Report Submit Status window confirms that 
the report was successfully submitted. 

The Expense Report List page appears. 

Correct and Resubmit a Report Sent Back by Your Approver 
If your approver requires changes or additional information , he/she will return your expense report. 

The returned report appears in the Expense Report section of the My Concur page, along with a 
comment from your approver. 

How to ... 

1. Click the report name (link) to open the report. 

2. Make the requested changes. 

3. Click Submit Report. 

• cur 
My Conc ur Travel E.xpen!..e Profile 

Book and add a rental car 

~~~ervation y > Y~l!.r.i.tin_i,r~fY-.. " _ 

Comp.any lnfo 

E.xpeme Reports (4) 

Additional Information 

The Expense Report page appears. 

WMM+irl 
RepottN.\me 

S-a.i.t-s. ET;,er~e.$ 
Mttntrip 

Tr i pS..ch 5J..HTt3" .11"9 

Bo 
Tra..r;cag 

~g. Pf,;r.t fro,...,_1=,.;:101'31.sor T-foS.C.!J' l surdl) Trip to Soi,., F'il'C.KO 
!t.s.Mll 

t'IO,..eoff<e Uoe-r-~e 
l'lOOthly officuxp,,,., 
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NetS .. or,-tted NotP;;,o 04/24/2013 

NotS.ubt'!'W.!d NotPa,f 04/24/2013 

Sffit ~ to e:rr_,byei • Pttr ...cc:i. .-ohri Not?oid 04/ 24(2013 

Not Subf"'\ltt~ NotP3<1 11/30/2012 

11,que<t,d Amount 

1925$2 

S94S.OO 

S57.00 

OlfP0.00 
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Section 11 : Action Buttons and Icons 
Button/Icon Description 

I AddNewAllocation I Add New Allocation: Add a new allocation row. 

0 Airfare: Click to view your airfare booking information. 

Allocate By: • Allocate By: Choose between allocating by percentage or amount. 

< Allocations: Indicates that an expense entry has been allocated. 

C Attendees : Indicates that an expense entry has associated attendees. 

E\Hfoi Approve: Approve the expense report for processing . 

0 Car Rental: Click to view booking information for your car rental. 
f--- o -- - ------------------------ ----1 

Delete Report 

Details • I 
m 

II 

[Tmport=:=J 
I 

X 

New Attendee 

I 0 New Expense j 
N•w Exp•nse R•port 

L_!r int / E.:ii"l 

MM-Uhl 

Submit Report 

Comments: Indicates that an expense entry has comments associated with it. 

Create Expense Report From Trip : Creates an expense report from a 
com leted tri . 

Delete Report: Deletes the current expense report. 

Details: Provides options to view deta ils of the expense report such as the 
re ort header, allocations, and audit trail. 
Exceptions (Yellow ): Indicates that an expense entry has an exception 
associated with it. 
Exceptions (Red): Indicates that an expense entry has an exception 
associated with it that must be resolved before you can submit the expense 
re ort. 
Import : Provides access to import trip deta ils or ACICS American Express 
credit card char es to the current ex ense re ort . 

Mobile Expense: Indicates that the expense was entered in Concur Mobile. 
Multiply: Reverses the exchange rate when work ing with foreign out of pocket 
transac tions. 

New Attendee: Add a never before used attendee to an expense report . 

New Expense: Create an out of pocket expense entry . 

New Expense Report: Create a new expense report . 
Next: Afte r creat ing the expense report header go to the next step in the 

rocess. 

Personal: Indicates that an expense entry was marked as personal. 

Print: Print the deta il report for the current expense report. 

Rail : Click to view your rail booking informat ion. 

Reserve : Reserves the selected trip details. 

Report returned to Approver: Indicates that the report was returned to the 
subm itter from the a rover. 

Submit Report: Submit the expense report for approval. 

Tooltip : Click the tooltip icon to view the associated field-related help. 

Yellow Diamond: Indicates a company preferred vendor. 
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Affecting the Accreditation Process through 
Effective Onsite Reviews 

FALL 2016 

WELCOME & INTRODUCTION 

FACILITATORS: 

Ms. Perliter Walters-G illiam, Associate Vice President of Quality 
Enhancement & Training 

Ms. Terrasia Covington , Senior Coordinator, Evaluator Management 
Program 
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EVALUATOR TRAINING RESOURCES 

• Evaluation Visit Policies & Procedures (Pink Book) 

• Travel Arrangements and Reimbursement Train ing Guidelines 

• Evaluation Visit Best Practices 

• Report Templates - http ://www.acics .org/evaluators /content.aspx?id =2438 

ACICS EvakJator Training Workshop 

UNDERSTANDING THE ROLE 
WHAT IS ACCREDITATION 

A status granted to an inst itution that meets or exceeds the 
stated criteria of educational quality. The purposes of 
accreditation are to: 

• assess and enhance the educationa l qua lity of an 
institution, 

• assure consistency in institutional operat ions, 

• promote institutional improvement , and 

• provide for public accountability. 

ACICS Evalua1or Training Webinar 
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UNDERSTANDING THE ROLE 
The ACICS Evaluator ... 

• Provides expert ise in specifical ly approved areas 

• Conducts an objective review of the campus 

• Makes assessments of institutional effectiveness based on 
experience and industry standards 

• Is an independent contractor /volunteer - not an employee 

ACICS Evafuator Training Webinar 

UNDERSTANDING THE ROLE 
Avoiding Conflict of Interest 

• Required Independent Contractor Agreement 

• Revised Conflict of Interest Policy* 

• Consult ing - actual , perce ived , or otherwise 

• Geograph ic Location 

• School Affiliations - within five years 

*To be submitted prior to onsite assignmen t 

ACICS Evaluator Training Webinar 
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UNDERSTANDING THE ROLE 
VISIT TYPES 

Full Onsite Evaluation Team Visits (2-3 days) 

• Renewa l of Accredita t ion (RA) 

• Initial Grant (IG) 

Expanded Quality Assurance Monitoring (QAM) Evaluation 

Team Visits 

• QAM - OS (Out of Scope) - One day 

• QAM - RV (Readiness Vis it) - One day 

• QAM - HC (Higher Credential) - One day 

• QAM - DE (Distance Educat ion) - One day 

UNDERSTANDING THE ROLE 
Full Team Visits 

Team Chair (Section 1-3, 6) 
• Overs ight of team's review 

act ivit ies 
• Commun icate with institution prior 

and during visit 

Student Relations Expert 
(Section 4) 
• Student file review 
• Admissions & Recru itment 
• Financial Aid 

• Full compilation and preparation of 
report 

• Satisfactory Academic Progress 

• Review and evaluation of Campus 
Effectiveness Plan (CEP) 

• Institutional Mission , Organ ization , 
and Administration review 

• Works with ACICS staff 
representative to lead review 

• Student Services 
• CAR Verification - retention 

rates 

ACICS Evalua1or Training Webinar 10 
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UNDERSTANDING THE ROLE 
Full Team Visits 

Program Specialist 
• Program administration 

Instructional Components 
• Instruct ional tools 
• Curr iculum Evaluation (program 

outline/content ) 
• Cata log review 
• Syllabi review 
• Program advertis ing and 

disclosures 
Evaluat ion of contact time 

• Assessment of prerequisites 

Educational Activities Expert 
• Faculty Development Plans 
• Facu lty Qualif icat ions for 

General Education 
• General Education Courses 
• Faculty Transcript Review 
• Instructiona l Tools/Components 
• Administration of academic 

programs 
• Academ ic policies 
• Prior Learn ing P&P review (if 

applicab le 
• Career Services review 

ACICS Evafuator Training Webinar 

UNDERSTANDING THE ROLE 
Full Team Visits 

Accreditation Coordinator 
Review publicat ions and the 
catalog 
• Pre-visit management 
• On-site team coordinat ion 
• Liaison (in conjunction with the 

chair) between the school and 
the team 

• Accreditation Criteria 
interpretation 

• Council Representative 

Data Integrity Reviewer 
• Data Integrity Assessment 
• Placement Verifica tion 
• Licensure Verification 

ACICS Evaluator Training Webinar 
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UNDERSTANDING THE ROLE -
Staff Managed Visits 

Out-of-Scope (OS), Readiness Visit (RV), Higher Credential (HC) 
Distance Education (DE) 

Program Specialist 

• Program administration 
• Instructional Components 
• Curriculum Evaluation 
• Program Quality Assessment 
• CAR Verification (if applicable) 
• Student Relations (admissions) 
• Catalog 
• Faculty File Review 
• Library 

Generalist - CH/SR 
• Placement Verification 
• Review of Students' Records 
• Recruitment/Admissions Review 
• Financial Aid and SAP 
• Evaluation of overal l 

administrat ive capability 

ACICS Evafuator Training Webinar 
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Important Notices 

Request for Current Information 
Formal requests have been made for current resumes and new 
Independent Cont ract Agreements. Evaluator records have already 
been made inact ive, or specific expertise purged from the ir records, if 
the documents were not received or if the documents submitted did not 
evidence the qua lificat ions to serve. 

Revised Conflict of Interest Form 
Fillable form created to accept elect ronic signatures. This revised fo rm 
must be submitted to evaluatormanager@acics.org orior to serving on 
visits . Coordinators may also be soliciting this info rmat ion but it is only 
required ONCE prior to the visits. 

Important Notices 

Visit Solicitation 
Evaluators shou ld not contact ACICS staff to solicit visit participation or 
commun icate availab ility. If you are only available for certai n cycles, 
send an emai l to evaluato rmanager@acics.org. 

Possible action may include warning, limited visit participation , and 
removal from the active pool. 

Certification /Licensure/Registration 
Experts of programs which require licensure, certification, or 
registration (federal or state), must hold an active/current license, 
certificat ion, or registration. This information is currently being collected 
(email requests sent) and will be documented in the system for the 
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Important Notices 
TheEva/uator Newsletter 
This newslette r which can be found here on the ACICS web site, 
http ://www.ac ics.org/eva luators/content.aspx? id=2096 is the primary and 
officia l means of communicating with the evaluators. It is the evaluator's 
responsib ility to ensure t he following: 

Email addresses on reco rd are active (notice of publicat ion) 
Refer to the web site to stay abreast of any informa tion shared in t he 
newslette r 

References to ACICS 
Evaluato rs are welco me to referen ce the ir relationship with ACICS in bios, 
resumes, business cards and Social Media includ ing Face Book, Twitte r, 
Linkedln . However, the only way this can be done is in the following manner: 

Independen t Contractor for ACICS 
Independent Program Evaluator 

Consult ant is NOT acceptable 

ACICS Travel Center - Concur 
ACICS is utilizing the Concur Trave l and Expense System to manage and 
cover the cost of t ravel for all team members , using an ACICS Corporate 
Account. Key elements: 

Use of the system is MANDATORY for airfare/train reservations. 

Evaluator profi les MUST be completed prior to using the system to 
include frequent flier numbers, etc. so that miles may be credited to the 
evaluator"s personal frequent filer account. 

Lega l name, as listed on license and/or passpo rt must be in Personify. 

Tickets in excess of $1000 will not be processed and purchase will be 
suspended until approva l is received by the staff coordinator. 

9/21/2016 
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Before you say "Yes!" 

• Check and double check all calendars to ensure availab ility 

• Confirm area(s) requested for review (SR, ED, DE, Program(s)) 

• Ensure that there is no conflict of interest with the campus to be 
reviewed 

• Ensure your abil ity to travel early enough on the day before the 
visit and late on the 2nd day or the fo llowing day 

• Communicate any unique circumstances to the requesting staff 

ACICS Evafuator Training Webinar 

Once you say "Yes!" 
• Mark your calendars - all of them! 

• Record visit informat ion for future reference - with whom, visit type, 
when are you needed, where are you going , etc.? 

• Await instructions from staff on making flight arrangements or 
commun icate flight options no later than two weeks before visit. 

• Make flight arrangements to arrive prior to 6pm the evening BEFORE 
the visit and to depart no earlier than 7pm the last day of the visit , 
unless approval is granted for alternative arrangements. Travel on the 
morning follo wing the conclusion of the visit preferred . 

• Let staff know if you have not received the materials from the campus ; 
hotel information; etc. Materia ls should be reviewed prior to arrival. 

• IMMEDIATELY communicate any change in plans which affects your 
ability to partic ipate on the visit. 

ACICS Evaluator Training Webinar 
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The Required Pre-Visit Meeting 
• Attendance /part icipation is required * 

• General ly the evening (6pm - 6:30pm ) before the visit 

• Facilitated by the team chair and supported by accreditation 
coord inator 

• Detailed Meeting - average about 1 hour 

• Business Casual att ire 

ACICS Evafuator Training Webinar 

The Required Pre-Visit Meeting 
Agenda 

• Introduct ion 

• Expectat ions of Onsite Review 

• Discuss ion of Institutional History and Risk Assessment 

• Counci l Policies and Procedura l Changes 

• Discuss ion of Placement Classi fications with DIR 

• Review of Various Sources of Information 

ACICS Evaluator Training Webinar 
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Assessment of Risk & Sources of 
Information 

Complaints and External (Adverse) Information 

• Student Achievement Performan ce 

• Institutional History 

• Pre-Visit Call for Comments - Students, Faculty, Staff 

When we get there ... 

• Lead assumed by staff & chair 

• Facility tour 

• Introductions with administration 

• Team Meeting 

• Lunch selection 

• Get to work! 

ACICS Evalua1or Training Webinar 
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THE PROCESS 
1 . Review Methods of Discovery 

2. Identifying Areas of Concern 

3. Reporting Findings 

4. Preparation of Report 

a) Providing information 

b) Findings 

c) Recommendations 

ACICS Evafuator Training Webinar 

METHODS OF DISCOVERY 
There are the four (4) methods of discovery: 

-+ Interviews 

Observations 

Document ,Review 
Commen s/Surveys ., 
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Interviews 
Who do you interview? 
✓ Faculty, Students, Administrators, 

Externship Site coordinator 
✓ Review self-study and report template 

questions 

When do you begin interviews? 
✓ Consideration must be given to class 

schedule, availability, externship /clinical 
sites schedule 

ACICS Evafuator Training Webinar 

Interviews 
Where and how might interviews be 
conducted? 
✓ Formal - classes, group meetings , 

scheduled 
✓ Informal - student lounge, smoking area 

What do you do with the information 
from the interviews? 
✓ Team discussion 
✓ Incorporation into report 

ACICS Evaluator Training Webinar 
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Questioning 
Questioning must be: 
✓ Objecti ve - not judgmental 
✓ Open-ended, not leading 
✓ Focused (information gathering 

Refer to the question guide in the Evaluator 
Policies and Procedures Guide. 

Review report questions to be completed and 
read self-study narrative to get context. 

ACICS Evafuator Training Webinar 

Observations 
What? 
Classes - lectures and labs 

When? 
First day of a two-day visit 
Evening and weekend classes 

29 

Program spec ific equipmenUresources 
Externships/Clinical Sites* 
Admissions /FA Interviews (SR) 

First & Second days of a three -day visit 

Why? 
Faculty/student interact ion 
Faculty expertise ; knowledge 
Student use of instructiona l tools 
Students ' abi lity to perform job 
funct ions 
Administrat ive process 

How? 
Scheduled (externsh ips) 
Random (class schedule) 
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Document Review 
•Campus Effectiveness Plan (CEP) 
•Campus Accountability Report (CAR) 
•PVP Report 
•Self-study narrative 
•Class schedule 
•Academic Credit Analysis (ACA) 
•Catalog 

•Course Syllabi 
•Library/ Instructional Resources 
•Comm unity Resources 
•Out-of-class activities• 
•Externship Agreements 
•Faculty files 
•Student files - academic & financia l aid 
•Administrat ive staff files 
•Recruitment Activit ies Mon itor ing 

ACICS Evafuator Training Webinar 

Document Review 
•Campus Effectiveness Plan (CEP) 
✓ Evaluated by the team chair to determ ine campus's success in evaluating/moni toring 

its ow n effectiveness. 
✓ Must also be reviewed by program specia lists ii there improvement plans were 

necessary (retention/placemen t rates were BELOW 70 percent). 

•Campus Accountability Report (CAR) 
✓ Reviewed by the student relations to ver ily the campus's retention rate 
✓ Used for file selection for student relations review - admissions , financial aid, SAP, etc. 

•PVPReport 
✓ For more current placement informat ion 
✓ Must be reviewed by the program specialist as well as DIR to evaluate placement 

classi fications 

•Self-s tudy narrative 
✓ Must be read by all team members in preparat ion for the visit 
✓ Observations and impress ions of the narrative will be discussed at pre-vis it meet ing 
✓ Basis for institutiona l review - campus's assessmen t of its operat ions/activit ies. 
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Document Review 
•Class schedule 
✓ Provides guidance on clas ses to be observed and interviewed 
✓ Faci litates the assessmen t of accurate contact time. 

•Catalog 
✓ Includes all institutiona l policies along with program-specific elements that will be 

verified against pract ices. 
✓ Critical part of review as it is cons idered offic ial contract with students on institutional 

policies and procedures 
✓ Must be reviewed in prepa ration for the visit 

•Academic Credit Analysis (ACA) -
✓ A form used to measure credit hours based on contact hours allocated across lecture, 

lab, and practicum as appropr iate. 

✓ Approved by ACICS and accepted on the reco rd as the hours allocated for cred it 
conve rsion. 

✓ An important document that requ ires ACICS approva l if changed/revised /incorrect 

ACICS Evafuator Training Webinar 

Document Review 
•Course Syllabi 
✓ Should be include all the items out lined in the Glossary of the Accreditation Criteria 
✓ Shou ld be reviewed aga inst the course descript ions in the catalog. 
✓ Shou ld be evaluated for academ ic qual ity and rigo r. 

•Library/Instructional Resources 
✓ The repo rt will be comp leted by one individua l but with input from each spec ialist 

based on the assessme nt of their programs ' instructional resou rces. 
✓ Every specialist must visit the library and make an assessment on their program 's 

resou rces 

•Community Resources 
✓ Resources must be by program and should be a variety 
✓ May include advisory comm ittees, gues t speakers, field tr ips, events, webinars , 

externsh ips, etc. 

ACICS Evaluator Training Webinar 
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Document Review 
•Out-of-class activities (homework) 
✓ Minimum expec tation - for every one hour of in class lecture = two hours of homework for cred it 

bear ing programs 

✓ The homework must be evaluation and included in grades (have a weight) 

• Extern ship Agreements 
✓ For all active sites, agreemen ts must be reviewed for current signatures and inclusion of eleme nts 

(Glossary) . 
✓ Externship files should be reviewed in their entirety to include review of timesheets. 

•Faculty files 

✓ Reviewed by the SR experts 

•Administrative staff files 
✓ Reviewed by the SR expert and team chair 

ACICS Evafuator Training Webinar 

Specific Review Element: Identifying 
Possible Title IV Abuse 

Verifying that Contact Hours are Met as Disclosed in 
Academic Credit Analysis for Credits. 

✓ Class schedu le for the entire term must be provided to eva luate the number 
of TOTAL hours of class time for each course. 

✓ Class hours must then be compared to the number of hours REPORTED to 
ACICS in the Academic Credit Analys is and in the student in the catalog . 

✓ Cons ideration should be given to make up classes in cases of emergency, 
etc. 

✓ This includes externship hours as credits are earned - review of time cards 
to evidence accurate record-keeping. 

ACICS Evaluator Training Webinar 
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Specific Review Element: Identifying 
Possible Title IV Abuse 

Administration and Oversight of Satisfactory Academic 
Progress (SAP) & Financial Aid 

✓ Late refunds or NO refunds being made 

✓ Students aren 't being dropped for not making SAP 

✓ SAP is not being evaluated as it should 

✓ CGPA is not being calculated accurate ly 

ACICS Evafuator Training Webinar 

Specific Review Element: Identifying 
Possible Misrepresentation 

Placement Verification Mechanisms to Evidence Accuracy 
in Reporting . 

✓ Collabora tion between the special ist and the DIR to review classifica tions, 
especially the "benefit of training" category. 

✓ Special ists must also review job titles that are published (catalog, etc.) 

✓ 100% review of graduates class ified as not available for placement 
(posit ively impacts placement rate) 
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Specific Review Element: 
Identifying Systemic Issues 

✓ Students hardly attend ing classes but are pass ing the courses (interv iews, 
surveys) 

✓ Faculty being asked to "pass" students with little evidence of actual 
instruct ion taking place 

✓ Course outlines contain minimal detai ls which raises questions about 
instruct ional assessments and academic rigor 

✓ Lack of knowledge by faculty and staff on critica l administrat ive and 
academic matters 

✓ Absence of engagement of staff on the self-study or current processes 

✓ General concerns with record keeping and administrative overs ight 

ACICS Evafuator Training Webinar 

Verification of Student Achievement 
Information 

Student Relations Expert 

• Review of the most recently reported CAR 

• Verifies the campus and program retention rates (published) 

Data Integrity Reviewer 

• Use of placemen t for the last six (6) months for currency 

• Graduates classified as "not ava ilable for placement" 

• Licensure rates 

ACICS Evaluator Training Webinar 
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Onsite Placement Verification 
Process 

• Placement verification will be based on the current definition 
o Job Title 

Use of skills 
~ Attestat ion to benefit of training 

• Length of employment is also a factor 

• The Data Integrity Reviewers have received training on process and 
expectations 

• Specialist s' support critical 

ACICS Evafuator Training Webinar 

Areas of Concern 
Are based on potential conflict with the Accreditation Criteria , not 

with individual expectations. 

• Become findings if not addressed during vis it. 

• MUST be shared with staff coordina tor and/or team chair as soon as 
they are identified. 

• DO NOT share, imply, or otherwise communicate areas of 
concern or potentia l findings during your review with the campus 

• Necessitate the request and review of additiona l information. 

ACICS Evaluator Training Webinar 
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Quick Check -Are these Areas of 
Concern? 

Faculty members shared that they only get paid $250 per course . 

NO 
Faculty development plans have the same "profess ional growth" 
activit ies listed for all facu lty members. 

YES 
The library space is really small. 

aybeQ 
Students compla in that they don 't have socia l media on the 
computers or lockers. 

NO 

ACICS Evafuator Training Webinar 

Quick Check -Are these Areas of 
Concern? 

Review of externsh ip time cards for graduates do not evidence 
that the total number of hours were comp leted 

YES 
Students complain that they have no access to the faculty after 
school - their office hours are not long enough 

No 
One student shared that he needed help in a course and no one 
helped him. 

Mayber= 
You went to observe a class and it should have started 30 minutes 
ago but a majority of students were missing along with the 
instructor . YES 

ACICS Evaluator Training Webinar 
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FINDINGS 
, Are based on conflict with the Accreditation Criteria 

• Must be thoroughly detailed in the report 

Must clearly identify the area in need of additional information 

, Should only be communicated to the institution by the team chair 
and staff coordinator 

, Must provide information on how the institution or campus can 
provide additional information to address the concern 

, Must be written in the following format: 

(Section x-x-xxx): Statement conf lict with Criteria. Details on conf lict with 
the standard based on observations, document review, and interviews. 
(Details on correct ive measure that should be taken.] 

ACICS Evafuator Training Webinar 

EXAMPLE 
Area of Concern: 

Interviews and/or surveys with students determine that many are not pleased 
with the instructiona l equipment offered in their program. There are 

complaints of the equipment being broken and/or outdated. 

What would you do next? 
Observe equipmen t and dete rmine, based one your expertise, if the 
equipmen t is suff icient for the program 's outcomes . 

• Share information with ACICS staff member, chair, and team . 
• Discuss with other team membe rs and see if their studen ts reported the 

same issue in the ir programs of review. 
Allow time for the chair and staff to com municate to institution and acqu ire 
additiona l informatio n. 

What factors could contribute to this transitioning from an area of 
concern to a finding? 

• Insufficient or outdated equipme nt 
• Deficient equ ipment 
• Lack of evidence of repairs 
• Need for add itiona l equipmen t to comp lete the program objectives 

ACICS Evaluator Training Webinar 
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EXAMPLE CONT'D 
The write-up: 

(Section 3-1-531(a)): Instructional equipment is not sufficient for the program. 
Through interviews with students, student survey responses, and observation of 
laboratory equipment, the program does not have sufficient instruction 
equipment to complete the program objectives. Specifically, there was no 
"Wireless Network" hardware available for students such as wireless access 
points, routers, and interface network cards. The objectives of the program state 
that students will receive training in order to seek CompTIA A+, Net+, Linux+, 
Security+, Convergence+, MCITP, and Cisco CCNA certifications. These 
certifications have strong wireless components, therefore, students need hands 
on administrative access to wireless networking devices. 

(Section 3-1-601): The instructional equipment is not appropriate and does not 
satisfactorily contribute to the overall curriculum objectives and stated mission. 
The current software utilized across all programs, MS Office 2003, is insufficient 
and there is inconsistency between the catalog, the marketing and the 
institution's self-study wherein "state of the art" technology is promoted but not in 
actual use. The evidence presented itself in course WP 100, Basics of Word 

rocessing, is required in all programs. 

ACICS Evafuator Training Webinar 

Discussing Areas of Concerns & 
Findings 

✓ Open, const ructive team discussion 

✓ Should not be personal or territorial (I'm the expert) 

✓ MUST be based on conf licts with the Accreditation 
Criteria 

✓ MUST be clear ly articulated 
✓ to the team for discussion ; 

✓ with staff/chair to share with campus; and 

✓ in the report for response 
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THE TEAM'S REPORT 
• Team chair : Sections 1 - 3 and Section 6 (generally) 

Student Relations expert: Section 4 

Educationa l Activities expert (with contr ibutions from 
program specialist(s)): Sections 5 & 8 
Staff coord inator: Section 7 
Program specialist(s): Section 9 
Distance Education expert: Section 1 O 
Doctoral Programs: Section 11 
English as a Second Language : Section 12 
Learn ing Site: Sect ion 13 
Data Integrity Review: Sect ion 14 

ACICS Evafuator Training Webinar 

EXPANDED NARRATIVE REPORT 
More descriptions , qualifications of statements , and 
narrative explanation on documents reviewed , 
interviews conducted, and observations of 
operations. 

Higher expectation on the team read-through since 
the devil will be in the details for consistency and 
accuracy. 

Report Preparation will require more due diligence 
and more feedback will be given. 
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EXPANDED NARRATIVE REPORT 
2.07 How is the employee grievance policy communicated to faculty and 
staff and where is it documented? 

3.15 Describe the training the campus administration provides to staff to 
carry out administrative functions and how effective recordkeeping is at 
the campus. 

4.26 Describe t he evidence that demonstra tes that the campus applies its 
SAP standards consistent ly to al l st udents. 

5.17 What evidence did the team review to confirm t hat cred it is 
appropriately converted in relat ion to tota l student contact hours in each 
class? 

ACICS Evafuator Training Webinar 

Providing Narrative Responses 
Q. 5.02 Who is assigned to oversee the educational activit ies of all 
programs at the campus, and what are this person's qualifications? 

INCORRECT : Dr. Rasheed Singh, PhD. Degrees in biochemistry, 

engineering, and education, University of New Delhi and UCLA. 

CORRECT : Dr. Rasheed Singh is assigned to oversee the educational 
activities of all programs . He holds a bachelor 's degree in biochemistry 
and a master's degree in engineering , both from the University of New 
Delhi, and a PhD in education from the University of California, Los 
Angeles (UCLA). Prior to joining the institution three months ago, he 

served as a professor and academic affairs director at UCLA. 
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Providing Narrative Responses 
9.07 List the com munity resources and describe how they are utilized to enrich the 
program(s). 

INCORRECT : Field trips, externships , PAC 

CORRECT : The institution utilizes the following community resources to enrich 
the Medical Assistant program: 

Field trips - a number of field trips have been taken to senior centers, elementary 
schools, and health fairs to provide tree services which include blood pressure 
checks, proper flu-season hygiene, and health -related literature. Signed waiver 
forms and pictures are on file. 

Guest speakers - to date, three guest speakers have presented in courses on 
various course-related subjects. Emails of acceptance and thanks are on file. 

Externship - the program has a required 600-hour externship course in which 
students, in the last term of the program , get hands -on experience in a medical 
office. A visit was made to one of the sites. 
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FINDING vs. RECOMMENDATION 
FINDING: 
• Is a documented area of concern which requires 

additional information to the Council 
• Requires the institution to make a change 

RECOMMENDATION: 

• Is an area of IMPROVEMENT 

• Is offered as "extra" and the institution can choose 
not to make the change 

ACICS Evafuator Training Webinar 

Completion of Report 
• Must be done prior to the completion of the visit 

(typically mid-morning of the last day). 

• Must be completed following the ACICS-provided 
Report Writing Guidelines. 

• Must be read out loud during the team's final meeting 
(prior to the exit conference). 
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9/21/2016 

The Exit Conference 

• The final piece of the on-site evaluat ion (required 
participat ion). 

• All cell phones, tablets, and laptops should be turned off. 
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Post-Visit Responsibilities 

• Submit expenses for out of pocket reimbursement 

• Keep report through Council 

• No follow-up communication with institution 

• Maintain confidentiality of proprietary information 
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Travel Expenses & Reimbursement 
Process 

• Flight expense report must be submitted shortly 
after booking your flight (American Express Air Travel/Hotel) 

• Must be completed within 60 days of visit 
(out of pocke t) 

• Must be completed through Concur online 
• Hard copy report and origina l receipts must be 

mailed to the Accounting department 
• Must include approva l by staff for: 

Purchase of airfare that are $1000+ 
Rental of vehicle 
Additional stay at hotel 

ACICS Evafuator Training Webinar 

EXPECTATIONS - THE 411 
Professionalism - at all times 
, Professional att ire is required 
, Professional demeanor and conduct 

Appropriateness of conversation and interaction 

Punctuality 
, To the pre-vis it meeting 
• To meeting place to depart to institution (lobby, outs ide} 
• Leaving the campus at the end of the day 

Preparedness 
• Knowledge of institut ional mater ials 

Have a plan of action 
, Conduct reviews prior to jumping to conclusions 
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EXPECTATIONS - THE 411 
Communication & Collaboration 

Participation in meetings to discuss issues 
, Receptive to direction and guidance from team members /leaders 

Work close ly with team chair/staff to commun icate findings, concerns, 
plans 

Teamwork 
Provide assistance to team members as needed 

• Work with team members to complete tasks 

Commitment 
Avoids cancel ling 

• If cancellat ion is necessary, wi ll assist by suggesting a replacement. 
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Tfiank you for your continued 
service to ..'ACICS! 
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CUSED SPECIALIST 
TRAINING: 

EDUCATIONAL 
ACTIVITIES 

Prepared solely fo r. tfle trainin9i of. tfle individuals assigned to ser.ve in tnis caR._acit½ on 
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Focal Areas 
□ The Expectations of the Educational Activities Role 

□ Academic Administrator's Oversight & Qualifications (Section 3-1-
511) 

□ Academic and Educational Policies 

□ Specialized or Programmatic Accreditation Requirements 

□ Assessment of Program Development and Planning (Sections 3-1-
512 and 3-1-513) 

□ General Education Faculty Requirements (Sections 3-3-203, 3-4-
302, and 3-5-302) 
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Focal Areas 
□ General Education Coursework Requirements and Review 

(Sections 3-3-202 , 3-4-202, and 3-5-202) 

□ Evaluation of Faculty Development (Section 3-1-543) 

□ General Faculty Quality 

□ Contracts and Agreements (Sections 2-2-504, 2-2-505 , & 2-2-
506, and 2-2-507) 

□ Evaluation of Overall Academic Quality 

, ....... Career Services 

I --1111·CENTENNIAL ·2012 
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EDUCATIONAL ACTIVITIES EVALUATOR 

□ Selection Criteria: at least five years in: 
v Faculty Oversight and Evaluation 

✓ Curriculum Development (General Ed) 

✓ Academic Administration 

□ Currency in role and evaluator activity 

□ Review Purview 
v Credential at least one above area for review 

I --1111·CENTENNIAL ·2012 
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ADMINISTRATOR OVERSIGHT & 
QUALIFICATIONS 

□ Formal Assignment of an individual to that role 

□ Qualifications - academic and/or experiential 
v' Informed judgement to be made based on discovery (documentation, 

interviews, observations) 

✓ Academic - transcript evaluation 

✓ Experiential - resume, data sheet summary, interview 

□ Evaluation of effectiveness/competence (Section 3-1-202(a)) 

I --1111·CENTENNIAL ·2012 
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Sufficiency of time and resources 
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ACADEMIC & EDUCATIONAL 
POLICIES 

□ Academ ic Freedom Policy (Section 3-1-202(c)) 

□ Academ ic Governance (Section 3-1-501) 

□ Competency-based Credits (academic, occupational, 
or personal experiences) (Section 3-1-516(c)) 

AW©.1.lr® lfi1 ® ~ ~ ~ ~ M IP)~® m ® lfi1 tt©l i ~ @lfi1 
I 
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SPECIALIZED/PROGRAMMATIC 
ACCREDITATION REQUIREMENTS 

□ Review of catalog and self-study narrative 

□ Evidence of campus-compliance 

□ Notification to students 



PROGRAM DEVELOPMENT AND EVALUATION 

□ Demonstrable Involvement of stakeholders in 
program development 
✓Employers 

Graduates 

Students 

✓ faculty 

Other Interested Parties 

□ Provisions for individual differences among students 

, ,, Evaluation, Revision and Development of Curriculum 
I --1111·CENTENNIAL ·2012 
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PROGRAM PLANNING 

□ Beyond the syllabus checklist 

□ Discussing program development with administrator 

□ Use of independent studies and experiential learning 
Catalog 
Self-study narrative 

Evaluation of the policies/oversight 

Educatio nal Activites Trainin g 9 



GENERAL EDUCATION FACULTY 
REQUREMENTS REVIEW 

□ Specific Academic Requirements 

□ Educated Assessment of Qualifying Coursework 
v Ethics 

✓ Oral Communication 

✓ Philosophical Perspecti ves 

□ Determination of Academic Depth 
" Coursework 

~ Experience 

I --1111·CENTENNIAL ·2012 
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GENERAL EDUCATION COURSEWORK 
REQUIREMENTS AND REVIEW 

~ Definition of a General Education 
"Traditional" 

Applied 

c Evaluation of Comparability 

L Required Distribution 

c Assignments in some programs 
Anatomy and Physiology in Nursing programs 

Other programmatic requirements 

I --1111·CENTENNIAL ·2012 
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FACULTY DEVELOPMENT 
r' Individualized for each faculty member - adjunct, full-time, and part

time 

□ Includes BOTH in-service training and professional growth activities 
In-service: Systemic Planning; Designed to improve instruction and 
curriculum; Focus on teaching and learning 

Professional growth: Should ensure awareness of developments in field; 
External activities in the field; and Focus on area of expertise 

c Must include documentation of implementation 

□ Evaluated annually 

I --1111·CENTENNIAL ·2012 
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QUALITY OF FACULTY 

► Official Transcripts 

► Evaluation of Foreign 
Cred entia Is 

Adequacy and Sufficiency 

► Participation in Meetings 

► Policy required as well as 
evidence of freedom 

► Established policy and 
evidence of adoption 

► Involvement in meetings, 
curriculum review, etc. 

► Faculty meetings with 
substantive discussions 

Academic Involvement 

1 3 



CONTRACTS AND AGREEMENTS 
► With Accredited Institutions (Section 2-2-504) 

0 Must be in written and disclosed in the catalog 
0 Must be approved by the Council prior to participation 
0 More than 50% of the program must be offered by the 

institution granting the credential 

► With Unaccredited Institutions or Entities 
(Section 2-2-205) 
0 Maximum of 25% course offering 
1 ACICS review and approval required 

Educationa l Activites Tra inin g 14 



CONTRACTS AND AGREEMENTS 
Articulation Agreements with Secondary Schools 
(Section 2-2-506) 
° For transfer of credit into a program at the institution 
0 Must be in writing and periodically reviewed, signed, and dated. 
0 Must appear on both transcripts 

► International Partnership Agreements (Section 2-2-507) 
0 At least 25 % of the program must be delivered by the institution 

awarding the credential 

I --1111·CENTENNIAL ·2012 
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0 ACICS review and approval required 
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EVALUATION OF ACADEMIC QUALITY 

□ The Academic Credit Analysis Effectively 

Avai !ability and appropriateness of instructional tools 
(Section 3-1-531) 

Facilities, Instructional equipment , Support for modes of instructional delivery , and 
Personnel 

"" Conditions favorable to instruction 
✓ Quantity and type of instructional material and equipment 
✓ Compliance with licensing and copyright laws 

□ Educational Requirements and Objectives 
Occupational Associate's degree : Sections 3-3 - 201 & 3-3 - 202 

[ Academic Associate's degree : Sections 3- 4- 201 & 3- 4- 202 
Bachelor's degree : Sections 3- 5- 201 & 3- 5- 202 

Master's degree: Sections 3-6 - 401 , 3- 6-402, & 3- 6-403 

I --1111·CENTENNIAL ·2012 
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CAREER SERVICES 
c Availability and publication of student services 

□ Placement/Career Services function 
v Must be assigned to at least one individual onsite 
~ Documentation of employment assistance activity 

□ Follow-up Studies on Graduate and Employer Satisfaction 
Specific, established measuring points 

~ Documentation of completion 

□ Extra-curricular educational activities 

I --1111·CENTENNIAL ·2012 
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SUMMARY 

□ Utilization of q~alifiied~l!JcJg~emts om tffie acJegtJac~ amcJ 
appropriateness ofi educatiornal riesol!J~ces 

I 

Educat ional Activites Training 
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Pre-Visit Meeting Discussion List 

The accreditation coordinator must cover the following areas during the 
pre-visit meeting. 

❖ Introductory Detail s - while many of you serve as consultants, it is important to focus 
and emphasize ONLY the aspects of your experience that relate to your area of 
review. It is important to demonstrate that you are qualified to provide curricula and 
experienti al expert ise in the areas you are identified with. 

❖ Consulting: I know you 've heard this once too many times but I need to reiterate the 
importance of eliminating the perception of consulting. The appearance thereof is ju st 
as unacceptab le as the actual act itself. See item #6 on Conflict of Interest Policy 

❖ Conflict of Interest Policy: the policy has been revised and must be signed prior to 
serving on the visit. If you have not yet electronically signed the document and 
emailed it to evaluatormanager@acics.org. 

❖ Schoo l Requests : do not ask anything non-programmatic /academic related of the 
institution and even then if you' re not sure , speak with the chair or the staff person. 

❖ Report Preparation: with the enhanced na1Tative component, our read-through will be 
critical to ensure consistency in the information and detail s on the responses. 

❖ Team Discussions: in as much as you are all expert in your area, your expert opinions 
and perspective is welcomed and appreciated dur ing this process. That being said, 
discussions/debat es will be open, non-persona l and constructive. The intent is to find 
alignment with the Criteria as well as to assess industry and academic conformity. 

❖ Appropriateness: Again, for reiteration because this is so important: discussions on 
biased political affiliations , religious views and/or anything deemed inappropriate by 
any member of the team will not be tolerated. 

❖ Discussions of general issues are great but once they get personal, they get touchy 
and out the window. 

❖ A "team" - that' s what we are which means that all decisions made will be made by 
the team: we don't want (or need) consensus but we want buy in and to achieve this 
we will hear everyone's views, consult with the ACICS office, and a decision made . 

❖ Expenses - should be turned around within 30 day and include itemized receipts, 
directions, and all other materia ls as outlined in the travel policy. 

Accreditation Page 1 of 9 Spring 2017 



❖ Criteria and Procedural changes (see below) 

Council Policies and Procedural Changes 

This outline is provided as guidance to the AC/CS staff during the joint facilitation of the pre
visit meeting. The meeting is led by the team chair but the staff is responsible for providing 
information on any applicable Criteria changes and Council directive that affects the 
evaluation process. 

PROCEDURAL CHANGES & REMINDERS 

Data Integrity Reviewer (DIR) 
As previously shared, this role will be assumed by the AC/CS staff representative and will focus 
on the integrity of all data submitted to AC/CS. The campus's Year-to-Date {YTD) submissions 
to the Placement Verification Program {PVP) will be summarized and shared with the 
administration to discuss the response rate, validation rate, and any other observations by the 
team. Such observations may include a commendable response and/or verified rate; a 
significa nt number of invalid placements; the use of one particular employer; a predominant 
use of"benef it"for placements; etc. 

The team should also note if there were no submissions for a particular month and advise the 
campus to complete the "No placement" submission process. 

Sample PVP Campus Report (shows last reported month but includes all reported placements) 

• - ~ • • . •. t 

000502 28 Americ~nColle,e:eof Coovnerceand M arch2017 April2.9.2:17 PM 
Te<hnology 

. . ,....~,. ' . . . . 
107 Graduate 

107 88 45 0 90 89% 84% 

The most recent CAR will be used to verify those graduates reported as not available for 
placement so that AC/CS can be confident in the reporting and classifications provided by the 
campus (waivers posit ively affect placement). This will also include a review to ensure that 
the campus accurately reflected the schedu led-to-graduate cohort information, among other 
elements of the report. If there are concerns with the documentation to support those 
classified as not available for placement, a finding for accuracy and/or integrity of the data 
(Section 3-1-203) may be appropriate . 

Additionally, information will be collected on the campus's processes for monitoring and 
tracking students from admissions through graduation (schedule to graduate cohort 
information). This information will help AC/CS consider future institutional enhancement 
services so there are no findings associated with this review 
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Criteria Interpretation Guidance 
To ensure that all programs are evaluated consistently in these academic areas, the following 
guidance is being provided, with consultation with academi c experts in the field. The team 
should exercise its judgment and expertise appropriately in all instances. 

1. Section 3-1-532 Instruct ional Components 

• Systema tic Planning - strategic planning at all levels 
Documented and systematic Faculty meetings - general and programmatic 
Advisory committee meetings - campus and/or programmatic 
Curriculum review committee - strategic planning on curriculum review 
Faculty Development Plans - inclusion, documentation, and review of a 
program for in-service and professional growth 
Documented evidence of results from systematic planning at the program level 

• Well-defined Instructional Objectives 
Course (syllabi) and program objectives 
Course objectives should include measureable learning outcomes (what a 
student should be able to .. .) 
Program objectives should be tied to the program's outcomes and its relation 
to the institution's mission 

• Selection and Use of Appropriate and Cunent Learning Materials 
Currency and appropriateness of equipment, resources, and textbooks (also in 
3-l -53l(a) 
Appropriate would be detemiined by the program in question but should 
include a mix of the learning materials that facilitate student learning and 
classroom success . 

• Appropriate Modes of Instructional Delivery 
More engaged classroom observations by evaluators to observe delivery 
Observation should include, and summarize, the use of a variety of 
pedagogical techniques ( class discussions, hands-on discovery in labs, 
technology-based aids besides PowerPoint presentations, demonstrations, 
group activities). 

• Use of Appropriate Assessme nt Strategies 
Must be fair, varied, and takes on a schedule consistent with the course 
obj ectives (only a mid-term and final are not appropriate, fo r example) . 
Should include weekly quizzes, group p rojects, investigative research, hands 
on competency-based reviews, etc. as appropriate for the courses and 
program , as a whole. 
Documentation should be reviewed to evidence the use of these strategies 
(and not just the narrative provided by the program chair/lead instructor) 
Review of the use of the data received from these assessments - recording of 
the data; what the data say about the types and effectiveness of instruction; 
and incorporation into the CEP for student learning outcomes. 
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• Use of Appropriate Experiences 
Includes the use of community resources to classroom delivery to job fairs and 
beyond . 
Description of the student's academic experience - the deliberate and 
successful incorporation of community resources 
Additional considerations : 

o Are there regular class discussions to build self-confidence and 
awareness 

o Are most learning activities active or passive 
o How is technology integrated in the classroom and/or in assignments 

2. Sections 3-3-230, 3-4-203 and 3-5-203 Curriculum 

Guidance previously given directed teams to obtain the information on the comparability of 
the program(s) through discussion with the chair/program director. While this should still be 
included in the interview process, it should not be the sole source of the response to that 
question. Rather, the evaluator should harness their expert ise to evaluate the comparability of 
the program, quantitatively and qualitatively, to other similar programs. Further, a review of 
programs at other institutions (online), the narrative in the self-study, and curriculum review 
meetings to summarize their assessment. 

Recruitment/ Admissions Monitoring Oversight 
We have expanded our call for comment survey, which is required to be sent to all students 
two weeks prior to the visit to include quest ions with comment areas about whether the 
information in the admissions and recruitment process was clear, accurate , and without 
pressure. The visit team will continue to conduct an on-site student survey to gathe r further 
information about the students' experience. Furthermore, the Student Relations specialist 
will conduct on-site interviews with students to garner further feedback of their experience, 
partic ularly through the admissions and recruitment process . 

We have also required all documentation re lated to their admissions and recruitment 
pract ices (includ ing policies and guide lines , orientation packets for recruiters, interv iew 
scr ipts , etc.) to be included within the room materials. This informat ion will be reviewed by 
the Student Relations specia list on site, who will conduct interviews with the adm issions 
directors and admissions representatives while on-site. 

Furthermore, we are requiring the campus to provide their policies and processes for 
monitoring recruitment personne l. We will then request evidence of the implementation of 
this policy. For examp le, if the institution records admissions calls, we will request a 
rando m sample of these recorded calls. The depth of the review will be dependent on any 
at-risk factors, survey and interview responses, and documentation review. 
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At-Risk Factors 
We have been monit oring institut ions for at-risk factors including comp laints and adverse 
informa tion, student achieveme nt ind icators, financial condition, enro llment growt h, 
extensive changes, an d prev ious visits . The coordi nator will compile the at-risk factors for 
presentatio n and discuss ion at the pre-visit meet ing. This information will he lp the tea m 
members be aware of current or previous issues at the instit ut ion. 

In ad dition, the At-Risk Institution Group (ARIG) is meet ing on a perio dic basis to determine 
the necessary invest igatory act ions to take for institutions that have severe or multip le at
r isk fact ors . In a num ber of instances, ARIG is directing special visits to the instituti on to 
furt her invest igate the at-ris k factors. In these cases, the team mem bers will be provide d 
with the "package" of at-risk informat ion. 

REPORT TEMPLATES REVISION 
Since its substantive review of all templates during its winter 2017 review, only a few 
changes were made to the Program Information (Chair) and Data Integrity (AC/CS 
Staff} Sections of the report. Hence, evaluator s MUST review and download the most 
recent version as publi shed on the AC/CS web sit e. 

POLICY CHANGES - JANUARY 1, 2017 

l. CAMPUS EFFECTIVENESS PLAN (Sections 3-1-110- 3-1-11 3 &Appendi x K) 

The Council finalized the number of required elements for evaluation as well as the 

addition of an Append ix K which provides detai led guidel ines on the deve lopment, 

implementation, and monitoring of the plan. 
Key components: 

• Graduation rate was added as a required element. 

• Progress reports must be completed at least biannually. 

• Non-trad itional modes of delivery must be integrated in the Plan and analyzed. 

• The level of graduate sat isfaction is to be evaluated no sooner than 30 days and 

with in 6 months following graduation for both placed and non-placed graduates. 

• Licensure pass rates (if applicable) must be evaluated as a required student 
learning outcome . 

ONSITE APPLICATION: Mission Section 
• Although a compliance standard has not yet been estab lished to hold campuses 

accountable to, specif ically, graduation rates, as reported on IPEDs or elsewhere, 

must be included in the CEP. The level of analysis may be limited but the chair 

should focus on the campus's ability to do an overall evaluation of this element 

instead of limitation of the data itself 
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• Progress reports will not yet be available on a bi-annual basis since this 

requirement just went into effect and would apply to 2017 plans. 

• The inclusion of distance education into the CEP goes beyond just the DE plan 

which focuses on processes . The expectation is that the description of student 
characteristics, programs, and the evaluat ion of the elements take into account the 

provision of this mode of delivery. In addit ion, and consistent with Appendix H, 

facu lty satisfaction must also be addressed (Append ix H, Student Evaluation and 

Program Assessment). 

Level of graduate satisfaction MUST include placed and not -placed graduates. This 

is separate and distinctly different from the requirement of Section 3-1-441{c) 
concerning post -PLACEMENT follow up. 

• Licensure pass rates, if required fo r any program, must be included in the 

evaluation of student learning outcomes. 

2. Mission Statement (Section 3-1-100) 

The Council finalized language which clarified the requirement for an institution's 

mission. 

Key component: 

• The mission must include a mission statement and a set of objectives that are 

devoted substantially to career-related education. 

ONSITE APPLICATION: Mission Section 

• Previously, Mission Statement= Mission + Career-related Objectives 

• Revision: Mission = Mission Statement+ Career-related Objectives 

• Review of "substantial" emphas is on career relate dness is needed 

• Revision to the mission (includi ng the above, objectives, etc.) is considered to be a 

substantive change requiring Council approval so this cannot be completed onsite 

3. CAR PROCEDURES & GUIDELINES (Sections 2-1-809, 2-2-502 , and 2-2-503 and 
AppendixL) 

A number of changes to the standards related to student achievement and the Campus 

Accountability Report {CAR) were f inalized. Language in correspond ing sect ions of the 

Criteria, such as student achievement review and Council actions at the program-level 

were also revised and approved. 

Key components: 

There is a clear defined point at which a particular action will be taken, at the 

campus and program levels. 

• If an institut ion is determined to be significantly out of comp liance relative to 
student achievement outcome s, the Council will take an adverse action. 
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• Campuses directed to show -cause why a program's approval or its accreditation 

should not be withdrawn or otherwise conditioned will be required to immediately 

and publically notify students and the public . 

ONSITE APPLICATION: NONE 

4. COUNCIL ACTION STANDARDS (Section 2-3-100 through Section 2-3-502) 

The Council finalized changes that streamline its current Council action procedures. 

Key components: 

The addition of an introduction to the Accreditation Deferred or Conditioned 

section to clarify the Council's ability to take any of the actions so outlined, at any 

point in time, to include a final adverse action. 

• The removal of"admonition" as a formal Council action. 
• The combin ing of "show-cause directive" and "probat ion order" into one action -

that of a show-cause directive. New criteria require notification to the U.S. 

Department of Education, the students, and the public. 

• The determination that all hearings before the Council will be in writing unless an 

in-person hearing is specifically directed by the Council. 

ONSITE APPLICATION: NONE 

5. Requirem ent for Titl e IV Compliance Audit (Section 2-1-803) 

The Council approved changes that will require all institutions that participate in Title 

IV programs to subm it the ir compliance audit along with their Annual Financial 

Report (AFR) for review by AC/CS. 

Key components: 

• Addition of language requiring the Title IV compliance audit. 
• May trigger additional review or at-risk assessment 

ONSITE APPLICATION: NONE 

6. Learning Site (Glossary) 
The Council finalized a definitive requirement for the distance from wh ich a learning site 

may be geographically separated from its managing (main or branch) campus. 

Key components: 

A learning site is to be located within a 5-mile radius of the managing campus . 

• Those located more than five miles may be considered for approval on a case-by-case 

basis, if sufficient justification/rationale is provided. 
Those campuses that currently have act ive learning sites furthe r than 5 miles away 

from their oversight must comply with the new criterion language by January 1, 
2018. 

ONSITE APPLICATION: Intr oduction 
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• Active learning sites must be reviewed during renewal of accreditation visits to include 
the completion of a report and the incorporation of program-specific observations . 

• Learning sites with no act ivity should be noted and explained in the introduction 
section of the report for follow up by the campus concerning cont inued operation. The 

distance f rom the managing campus must also be included in this narrative . 

7. EXTERNSHIP DEFINITION (GLOSSARY) 

The Council clarified that the externship course be supervised by a qualified faculty 
member and that a written agreement must be developed that clearly outlines the 
arrangement between the institution and the externship site. 
Key components: 
• The practical experience must be unde r the supervision of a qualified faculty member, 

not the agreement. 

ONSITE APPLICATION: Program Section 

• Application has been consistent with the expectation that the externship COURSE must 
be assigned to a qualified f aculty member who conducts the evaluation and provides 
supervision. 

8. Admi ss ions, Tran s fer Credit, an d Cata log Dis clo s ure s (Sections 3-1-4 11, 3 -1-41 3 

and App endix CJ 

The Council finalized changes to admissions criteria, transfer credits, and disclosure 
requirements . 
Key components: 
• Foreign transcripts accepted as a basis for admission must be evaluated for 

equivalency by a member of A/CE, AACRAO, or NACES. 
• Credits considered for transfer must be earned at accredited institutions or from 

international institutions recognized by their respective government as an institution 
of higher education. 

• Language in catalog must be clear regarding requirements for acceptance of transfer 
credits and any articulation agreements. 

ONSITE APPLICATION: Sec tion 

• Adm issions requirements and transfer of credit sections in catalog must be clear about 
the evaluation of transcripts by the acceptable agencies. 

• Criteria effective 2017 so any students accepted in 2016 under a different policy 
(expectat ion) may be acceptable. Review of previous cata log may be necessary in 
addition to enrollment dates (on enrollment agreement). 

9. BASIC RECORDS (Se ction 3 -1-303) 
The Council finalized revisions that clarify and update language regarding appropriate 
record keeping . Glossary definitions were also added to define different types of records. 
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Key components: 

• Clarification of the definition of student records. 

• Addition of electronic records management systems and software as acceptable 
methods of protecting records. 

• Addition of requirement for the publication and adoption of a policy for properly 
maintaining records which addresses academic records, admissions and advisement 

records, and financial aid records. 

ONSITE APPLICATION: Administration & Student Relations Sections 

• Clarity on expectation on which records need to be maintained and for how long. 

10. LIBRARY & INSTRUCTIONAL RESOURCES (Sections 3 -1-800, and all credentia l 
levels for budget, function, use and accessibility, holdings, staffing, and Appendix If) 

The Council finalized changes to all applicable Criteria sections related to this area to 

ensure that resources lead to academic success to include research needs, as approp riate. 

Key components: 

• Institution must provide up-to-date means to access resources and a continuous 

assessment strategy should include faculty and staff. 

• Resources for online students must include to access to a virtual library collection of 

program-related materials as well as virtual library services. 

• All residential campuses must provide a physical space to allow for student access to 

library resources . 

ONSITE APPLICATION: 
• Centralized budgets are acceptable but onsite oversight is still REQUIRED at the 

academic associate's degree level and above. 

• Even though fully on line libraries are acceptable, there must be a designated space at 

the campus along with evidence of access (interviews, surveys, observat ions). 

11. FACULTY FIELD PREPARATION (Section 3-2 -104) 

The Council revised the restriction on the number of preparations that can be taught by a 
faculty member at the non-deg ree level. 

Key component: 

• Instead of "academic term" for the restr iction on number of preps; it 's now at "any 

given time". 

ONSITE APPLICATION: Progr am Section 

• Only for non-degree programs with emphasis on "any given time" versus defining a 

term. 
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Pre-Visit Meeting Discussion List 

The accreditation coordinator must cover the following areas during the 
pre-visit meeting. 

❖ Introductor y Detail s - while many of you serve as consultants, it is important to focus 
and emphasize ONLY the aspects of your experience that relate to your area of 
review. It is important to demonstrate that you are qualified to provid e curricula and 
experiential expertise in the areas you are identified with. 

❖ Consulting: I know you've heard this once too many times but I need to reiterate the 
importance of eliminatin g the perc eption of consulting. The appearance thereof is ju st 
as unacceptable as the actual act itself. See item #6 on Conflict of Interest Policy 

❖ Confli ct of Interest Policy: the policy has been revi sed and must be signed prior to 
serving on the visit. If you have not yet electronically signed the document and 
emailed it to evaluatormanager@acic s.org. 

❖ School Reque sts : do not ask anything non-pro gram matic/academic related of the 
institution and even then if you' re not sure, speak with the chair or the staff person. 

❖ Report Preparation: with the enhanced narrative component, our read-through will 
be critical to ensure consistency in the information and detail s on the respon ses. 

❖ Team Discussions: in as much as you are all expert in your area, your expert 
opinions and perspective is welcomed and appreciated during this proce ss. That being 
said , discussions /debates will be open , non-personal and constructive. The intent is to 
find alignment with the Criteria as well as to assess industry and academic 
conformity. 

❖ Appropriateness: Again, for reiteration because this is so important: discussions on 
biased political affiliations, religious views and/or anything deemed inappropriate by 
any member of the team will not be tolerated. 

❖ Discussions of general issues are great but once they get personal, they get touchy 
and out the window. 

❖ A "team" - that's what we are which means that all decisions made will be made by 
the team : we don ' t want (or need) consensus but we want buy in and to achieve this 
we will hear everyone 's views, consult with the ACICS office, and a decision made. 

❖ Criteria and Procedural changes 

❖ Expenses - 30 day turnaround 
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Council Policies and Procedural Changes 

This outline is provided as guidance to the AC/CS staff during the joint facilitation of the pre
visit meeting . The meeting is led by the team chair but the staff is responsib le for providing 

information on any applicable Criteria changes and Council directive that affects the 

evaluation process. 

POLICY CHANGES 

1. CAMPUS EFFECTIVENESS PLAN (Sections 3-1-110 - 3-1-113 & Appendix K) 
The Council finalized the number of required elements for evaluation as well as the 

addition of an Appendix K wh ich provides detailed guidelines on the development, 

implementation, and monitoring of the plan. 

Key components: 
• Graduation rate was added as a req,uired element. 

• Progress reports must be completed at least biannually. 

• Non-traditional modes of delivery must be integrated in the Plan and analyzed. 

• The level of graduate sat isfaction is to be evaluated no sooner than 30 days and 

within 6 months following graduation for both placed and non-placed graduates. 

• Licensure pass rates (if applicable) must be evaluated as a required student 

learning outcome. 

ONSITE APPLICATION: Mission Section 
Although a compliance standard has not yet been established to hold campuses 

accountable to, specifically, graduation rates, as reported on IPEDs or elsewhere, 
must be included in the CEP. The level of analysis may be limited but the chair 

should focus on the campus's ability to do an overall evaluation of this element 

instead of limitation of the data itself. 

• Progress reports will not yet be available on a bi-annual basis since this 

requirement just went into effect and would apply to 2017 plans. 

• The inclusion of distance education into the CEP goes beyond just the DE plan 
which focuses on processes . The expectation is that the description of student 

characte ristics, programs, and the evaluation of the elements take into account the 

provision of this mode of delivery . In addition, and consistent with Appendix H, 

faculty satisfaction must also be addressed (Append ix H, Student Evaluation and 

Program Assessment). 

• Level of graduate satisfaction MUST include placed and not-placed graduates. This 

is separate and distinctly different from the requirement of Section 3-1-441 (c) 
concerning post -PLACEMENT follow up. 
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• Licensure pass rates, if required for any program, must be included in the 
evaluation of student learning outcomes. 

2. Mission Statement (Section 3-1-100) 

The Council finalized language which clarified the requirement for an institution's 

mission. 

Key component: 
• The mission must include a mission statement and a set of objectives that are 

devoted substantially to career-related education. 

ONSITE APPLICATION: Mission Section 

• Previously, Mission Statement= Mission + Career-related Objectives 

• Revision: Mission = Mission Statement+ Career-related Objectives 

• Review of "substantial" emphasis on career relatedness is needed 

Revision to the mission (including the above, objectives, etc.) is considered to be a 

substantive change requiring Council approval so this cannot be completed onsite 

3. CAR PROCEDURES & GUIDELINES (Sections 2-1-809, 2-2-502, and 2-2-503 and 
AppendixL) 

A number of changes to the standards related to student achievement and the Campus 

Accountability Report (CAR) were finalized. language in corresponding sect ions of the 

Criteria, such as student achievement review and Council actions at the program-level 

were also revised and approved. 

Key components: 

• There is a clear defined point at which a particular action will be taken, at the 
campus and program levels. 

• If an institut ion is determined to be significantly out of compl iance relative to 

student achievement outcomes, the Council will take an adverse act ion. 

• Campuses directed to show-cause why a program's approval or its accreditation 

should not be withdrawn or otherwise conditioned will be required to immediately 

and publically notify students and the public. 

ONSITE APPLICATION: NONE 

4. COUNCIL ACTION STANDARDS (Section 2-3-100 through Section 2-3-502) 

The Council finalized changes that streamline its current Council action procedures. 

Key components: 

• The addition of an introduction to the Accreditation Deferred or Conditioned 

section to clarify the Council's ability to take any of the actions so outlined, at any 

point in time, to include a final adverse action. 

The removal of"admonition " as a formal Council action. 

The combining of "show-cause directive" and "probation order" into one action -
that of a show-cause directive . New criteria require notification to the U.S. 

Department of Education, the students, and the public. 
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• The determination that all hearings before the Council will be in writing unless an 
in-person hearing is specifically directed by the Council. 

ONSITE APPLICATION: NONE 

5. Requirement for Title IV Compliance Audit (Section 2-1-803) 

The Council approved changes that will require all institutions that participate in Title 
IV programs to submit their compliance audit along with their Annual Financial 
Report (AFR) for review by AC/CS. 
Key components: 
• Addition of language requiring the Title IV compliance audit. 
• May trigger additional review or at-risk assessment 

ONSITE APPLICATION: NONE 

6. Learning Site (Glossary) 
The Council finalized a definitive requirement for the distance from which a learning site 
may be geographically separated from its managing (main or branch) campus . 
Key components: 
• A learning site is to be located within a 5-mile radius of the managing campus. 
• Those located more than five miles may be considered for approval on a case-by-case 

basis, if sufficient justification/rationale is provided. 
• Those campuses that currently have active learning sites further than 5 miles away 

from their oversight must comply with the new criterion language by January 1, 
2018. 

ONSITE APPLICATION: Introduction 
• Active learning sites must be reviewed during renewal of accreditation visits to include 

the completion of a report and the incorporation of program-specific observations. 
• Learning sites with no activity should be noted and explained in the introduction 

section of the report for follow up by the campus concerning continued operation. The 
distance from the managing campus must also be included in this narrative. 

7. EXTERNSHIP DEFINITION (GLOSSARY) 
The Council clarified that the externship course be supervised by a qualified/acuity 
member and that a written agreement must be developed that clearly outlines the 
arrangement between the institution and the externship site. 
Key components: 
• The practical experience must be under the supervision of a qualified faculty member, 

not the agreement. 

ONSITE APPLICATION: Program Section 

Application has been consistent with the expectation that the externship COURSE must 
be assigned to a qualified faculty member who conducts the evaluation and provides 
supervision . 
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8. Admissions, Transfer Credit, and Catalog Disclosures (Sections 3-1-411 , 3-1-41 3 
and App endix CJ 

The Council finalized changes to admissions criteria, transfer credits, and disclosure 

requirements . 

Key components: 

• Foreign transcripts accepted as a basis for admission must be evaluated for 
equivalency by a member of A/CE, AACRAO, or NACES. 

• Credits considered for transfer must be earned at accredited institutions or f rom 

internat ional institutions recognized by their respective government as an institution 

of higher education. 

• Langu age in cata log must be clear regarding requirements for acceptance of transfer 

credits and any articulation agreements. 

ONSITE APPLICATION: Se ction 

• Admissions requirements and transfer of credit sections in catalog must be clear about 

the evaluation of transcripts by the acceptable agencies . 

• Criteria effective 2017 so any students accepted in 2016 under a different policy 

(expectation) may be acceptable. Review of previous catalog may be necessary in 
addition to enro llment dates (on enrollment agreement). 

9. BASIC RECORDS (Se ction 3 -1-303) 

The Council finalized revisions that clarify and update language regarding appropriate 

record keeping. Glossary definitions were also added to define different types of records. 

Key components: 

• Clarification of the definition of student records. 
• Addition of electronic records management systems and software as acceptable 

methods of protecting records. 

• Addit ion of requirement for the publication and adoption of a policy for properly 

maintaining records which addresses academ ic records, admissions and advisement 

records, and financ ial aid records. 

ONSITE APPLICATION: Administr ation & Student Relations Sections 

• Clarity on expectation on which records need to be maintained and for how long. 

10. LIBRARY & INSTRUCTIONAL RESOURCES (Sections 3 -1-800, and all cred enti al 
level s for budge t, fun ction, use and accessibility, holding s, st affing, and Appendi x HJ 

The Council fina lized changes to all applicab le Criteria sections related to this area to 

ensure that resources lead to academic success to include research needs, as appropr iate. 

Key components: 

• Institution must provide up-to-date means to access resources and a continuous 

assessment strategy should include faculty and staff 

• Resources for online students must include to access to a virtual library collection of 

program-related materials as well as virtual library serv ices. 
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• All residential campuses must provide a physical space to allow for student access to 
library resources. 

ONSITE APPLICATION: 

• Centralized budgets are acceptable but onsite oversight is still REQUIRED at the 

academic associate's degree level and above. 

• Even though fully on line libraries are acceptable, there must be a designated space at 

the campus along with evidence of access (interviews, surveys, observations). 

11. FACULTY FIELD PREPARATION (Section 3-2-104) 

The Council revised the restriction on the number of preparations that can be taught by a 

faculty member at the non-degree level. 

Key component: 

• Instead of "academic term" for the restriction on number of preps; it's now at "any 

given time". 

ONSITE APPLICATION: Program Section 
• Only for non-degree programs with emphasis on "any given time" versus defin ing a 

term. 

PROCEDURAL CHANGES REMINDERS 

Data Integrity Reviewer (DIR) 
This role will be assumed by the AC/CS staff representative and will focus only on the 
placement data subm itt ed via the AC/CS PVP process . The CAR will be used to verify those 

graduates reported as not available for placement so that AC/CS can be confident in the 

reporting and classifications provided by the campus (waivers positively affect placement). If 

there are concerns with the PVP data or the documentation to support those classified as not 

available for placement, a finding for accuracy and/or integrity of the data (Section 3-1-203) 
may be appropriate. 

Since CAR placement data are NOT being used, the campus's response to this finding would not 

be a resubmission of the CAR but a narrative on the institutionalized process to ensure the 
appropriate classification of graduates in roles consistent with the outcomes of the 

program(s) in question. 

Recruitment/ Admissions Monitoring Oversight 
We have expanded our call for comment survey , which is required to be sent to all studen ts 
one week prior to the visit to include questions with comment areas about whether the 
information in the admissions and recruitment process was clear, accurate, and without 
pressure . The visit team will continue to conduct an on-site student survey to gather further 
information about the students' exper ience. Furthermore, the Student Relatio ns specialist 
will conduct on-site interviews with students to garner further feedback of their experience, 
partic ularly through the adm issions and recruitment process. 
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We have also required all documentation related to their admissions and recruitment 
pract ices (includ ing policies and guidelines, orientation packets for recruiters, interv iew 
scr ipts, etc.) to be included within the room materia ls. This informat ion will be reviewed by 
the Student Relations specialist on site, who will conduct interviews with the admiss ions 
directors and admissions representatives while on-site . 

Furthermore, we are requiring the campus to provide their policies and processes for 
monitor ing recruitment personnel. We will then request evidence of the implementation of 
this policy. For examp le, if the institution records admissions calls, we will request a 
random sample of these recorded calls. The depth of the review will be dependent on any 
at-risk factors, survey and interview responses, and documentation review. 

At-Risk Factors 
We have been monitoring institut ions for at-risk factors including complaints and adverse 
inform atio n, stu dent achievement indicators, financial condition, enrollment growth , 
extensive changes, and prev ious visits. The coordinator will compile the at-risk factors for 
presentation and discuss ion at the pre-visit meeting. This information will help the team 
members be aware of current or previous issues at the institution. 

In addition, the At-Risk Institution Group (ARIG) is meeting on a periodic basis to determine 
the necessary investigatory actions to take for institutions that have severe or multip le at
risk factors . In a number of instances, ARIG is directing special visits to the institution to 
further investigate the at-risk factors . In these cases, the team members will be provided 
with the "package" of at-risk information. 

REPORT TEMPLATES REVISION 
There were extensive revisions , to include the addition of a number of narrative
required questions, to all sections of the team report templates. Additionally, section 6 

(facilities) has been incorporated into the introduction section of the report. Hence, 
evaluators MUST review and download the most recent version as published on the 
AC/CS web site. 
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Pre-Visit Meeting Orientation 

Fall 2016 

AC/CS Accreditation Coordinators 



Pre-Visit Meeting Discussion List 

The accreditation coordinator must cover the following areas during the pre-visit 
meeting. 

❖ Institution al Summary - review critical component s of the summary, paying special attention 
to the Assessment of Risk section. 

❖ Introductory Detail s - while many of you serve as consultant s, it is important to focus and 
emphasize ONLY the aspects of your experience that relate to your area of review. It is 
important to demonstrate that you are qualified to provide curricula and experiential expertise 
in the areas you are identified with. 

❖ Consulting: I know you 've heard this once too many times but I need to reiterate the 
impo1tance of eliminatin g the perception of consulting. The appearance thereof is ju st as 
unacceptable as the actual act itself. See item #6 on Conflict of Interest Policy. 

❖ Conflict of Interest Policy: the policy has been revised and must be signed prior to serving on 
the visit. If you have not yet electronically signed the document and emailed it to 
evaluatormanager@acics.org, please do so and copy me. 

❖ School Requests: do not ask anything non-programma tic/academic related of the institution 
and even then if you're not sure, speak with the chair or the staff person. 

❖ Report Preparation: with the enhanced narrative component, our read-through will be 
critical to ensure consistency in the info1mation and details on the responses. 

❖ Team Discussions: in as much as you are all expert in your area, your expert opinions and 
perspective is welcomed and appreciated during this process. That being said, 
discussions /debates will be open, non-personal and constructive. The intent is to find 
alignment with the Criteria as well as to assess industry and academic conformity. 

❖ Appropriateness: Again, for reiteration because this is so important: discussions on biased 
political affiliations , religious views and/or anything deemed inappropriate by any member of 
the team will not be tolerated. 

❖ Discussions of general issues are great but once they get personal , they get touchy and out 
the window. 

❖ A "team" - that 's what we are which means that all decisions made will be made by the 
team: we don't want (or need) consensus but we want buy in and to achieve this we will hear 
everyone' s views, consult with the ACICS office, and a decision made. 

❖ Criteria and Procedural changes 

❖ Expenses - 30 day turnaround , including travel (airfare, train) 
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Council Policies and Procedural Changes 

This outline is provided as guidance to the AC/CS staff during the joint facilitation of the pre-visit 

meeting. The meeting is led by the team chair but the staff is responsible for providing information on 

any applicable Criteria changes and Council directive that affects the evaluation process. 

POLICY CHANGES 

1. CAMPUS EFFECTIVENESS PLAN (Sections 3-1-110 - 3-1-113 & Glossary) 

The Council revised the current language in a number of areas including the deletion of 
"institutional effectiveness" since each and every campus should have its own plan; deletion of the 

language referring to "centrally controlled institution" since this structure has not been 

implemented by AC/CS; and revision of the list of elements to be evaluated to include "level of 

student satisfaction". 

ONSITE APPLICATION: Section 1 

This change was finalized last year but campuses were given some time to collect sufficient data 
for inclusion in the 2016 plans (from July). Hence, all campuses are expected to comply. 
Team chairs will now include in their review the evaluation of the LEVEL of student sat isfaction. 
Similar to the assessment of the campus's evaluation in the other areas (retention, placement , 
level of graduate satisfaction, level of employer satisfaction, and student learning outcomes), 
the team chair must ensure that the campus has collected, summarized, analyzed and used the 
data to improve its educational processes. A baseline level of satisfaction ( and response rate) 
should also be set from which appropriate goals for the year are determined . 

2. RECRUITMENT ACTIV ITIES REVIEW (Section 3-1-410) 
The Council clarified its meaning related to the monitoring of admissions and recruitment. The 
modifications clarify that the Council requires these activities to be supervised by the institution. In 

addition, the institution may never delegate these activities to anyone whose economic incentives 

are to recruit prospects through means that are unethical or subject to public criticism or to admit 

ill-prepared applicants. 

ONSITE APPLICATION: Section 4 

This language change more accurately reflects current pract ices and as such, does not affect an 
onsite "change". The expectation has always been, and followed, that any these activities were 
not tolerated. 

3. FACULTY PREPARATION AND LIBRARY STAFF 
(Sections 3-1-541, 3-4-401, 3-5-401, 3-6-701, and 3-7-701) 
The Council revised the listing of acceptable agencies for the evaluation of foreign credentials to 

also include the American Association of Collegiate Registrars and Admissions Officers (AACRAO). 
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ONSITE APPLICATION: Sections 5 and 8 

Evaluation of foreign credentials can now be completed by AACRAO, in addition to using 

agencies who are members of NACES or AICE. As a reminder, the evaluation as well as the 

official transcript is required. The evaluation does not have to be original. 

4. GLOSSARY OF DEFINITIONS (Glossary) 
The Council modified the language by removing dated terminology and clarifying the definitions of 
Laboratory, Lecture, and In-service Training. 

ONSITE APPLICATION: Glossary 

The laboratory revision includes " ... under the supervision of an instructor ... " language which 

may affect the onsite evaluation of those programs with labs. 

5. FACULTY ASSIGNMENTS -APPLIED GENERAL EDUCATION (Sections 3-2-104 & 3-3-302) 

The Council clarified its intent for general education teaching faculty at the non-degree level. This 
revision is consistent with the academic preparation requirements of applied general education 
faculty and standard general education faculty at the degree levels. This revision also includes the 
acceptance of completed doctoral coursework as qualifying credit hours to teach. 

ONSITE APPLICATION: Sections 5 & 9 

Previously the language was inconsistent with the requirements stipu late d in Sections 3-4-302 

and 3-5-302 concerning faculty member s teaching "traditional" general education . It said that 

on ly a bachelor's degree was requ ir ed when in reality it meant only a bachelor's deg ree is 

required for APPLIED general education (term was added for clarity). To ensure clarity, the 

proceeding sentence was added even though non-degree programs generally do not have 

general education courses. (Section 3-2 -104(a)) 

Completed doctoral work, as evidenced by official transcripts, will now be considered for the 

credit requirement for teach ing applied general education. (Section 3-3-302(a)) 

6. TEACHING LOADS (Sections 3-2-101 & 3-3-303) 

The Council revised the language that currently limits the teaching load of faculty at the non
degree and occupational associate's degree level to language that is consistent with degree 
programs. The expectation of reasonableness remains and should take into account and be 
justified by various academic factors. 

ONSITE APPLICATION: Section 9 

Previou sly there as a MAXIMUM number of hours that non-degree and occupational associate's 

degree instructors could teach . That NUMBER has been revised to be a subjective "reasonab le". 

Hence, the burden is on the team, through the review of documents, interviews, an d 
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observation of classes to make the assessment of the reasonableness of the instructor's load 
that ensures academic quality .. 

7. COMMUNITY RESOURCES (Section 3-1-512(c)) 

The Council has clarified the intent of this criterion by specifying the expectations of using a 
variety of activ ities in every program which should focus on student enrichment and career 
opportunities. 

ONSITE APPLICATION: Section 9 

A constant sou rce of inconsistent confusion on teams and at institu tions, the revised language 
should now clarify the Council's expectations about the NUMBER and PROGRAM 
DISTRIBUTION. A "more than one so two" approach is minimalistic and does not reflect th e 
Council's intent - to ensure that the student experience is enriched and career opportunities are 
provided . 

8. UNANNOUNCED VISITS (Section 2-1-805) 

The Council may, at its discretion, decide to direct an inst itution to host an unannounced visit at 
any time. The Council determined that there is a need for a policy which would allow for the 
review of an institution without prior notice. 

ONSITE APPLICATION: Special Visits 

With increased focus on identifying and investigating risks, the Council has expanded the 

purview of its ability to conduct unannounced visits as it deems necessary. This has already 
been implemented wit h a sign ificant increase in these visits over the last four months . 

9. Definition of Academic Quality (Title I, Chapter 1) 

Academic quality is in the context of an institution's mission. It is measured by the extent to which 
the institution achieves its student learning and student success outcomes. 
Effectiveness of an institution is demonstrated by compliance with accreditation standards and 
continuous quality enhancement. 

ONSITE APPLICATION: 

None 

10. Data Integrity Standard (Section 3-1-203) 

The standard provides explicit requirement for truthfulness, reliability, and accuracy of data 
collected at submitted to AC/CS. The Council has the discretion to independently review 
perfo rmance data any time, any reason, and require its verification. On-site visit teams will 
identify an evaluator with the primary role of verifying reported institutional data . 

ONSITE APPLICATION: Section 14 (DIR) 
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This criterion will to a large extent replace the use of Section 3-1-303(a) for a placement 
verificatio n finding (record keeping) as the intent of the addit ion is to ensure that any data 
reported to ACICS is accurate - placement , retention, licensure, etc . This was initiated during 
the Spring 2016 travel cycle and has been augmented for the fall review. See the DIR Procedural 
Change below. 

11. Institutional Performance Disclosure (Section 3-1- 704) 
Student achievement must be disclosed at the campus (not institutional) level. At a minimum, 
campuses must disclose their retention , placement , and licensure exam pass rate (if applicable). 
AC/CS has developed a disclaimer for performance information disclosure. 

ONSITE APPLICATION: Sections 7 and 14 

To be a true reflection of the need for accuracy in the representations made by campuses on 
student achievement disclosure, campuses must disclose student ach ievement rates at the 
campus and program levels (their CAR repo r ts). Since the Fall cycle is at the end of the CAR 
rev iew period, evaluat ing the accuracy or reliability of the data (from the 2015 CAR) will be a 
challenge especially since the DIR's review is from 20 16 (and not 2015). Hence, t he disclosed 
information should be reviewed against the reported data (accessed via the CAR reports in 
Member Center). 

12. Admissions Requirem ents for Professional Master's Degrees (Section 3-6-601) 
This revision clarifies the standard that a baccalaureate degree may not be required for admission 

for a professional master's degree program. This provision is allowed if master's degree is 
recognized by a specialized accrediting agency and leads to certification or licensure. 

ONSITE APPLICATION: 

Those programs that hold specialized accredi tation or licensing approval from a recognized 
agency and can evidence an alternate admissions requirement into a graduate program 
(Acupunctu re, Para legal Studies, etc.) as commo n practice would be accepted over the 
bachelor's degree threshold . This MUST be detailed in the report. 

13. Recruitment Activiti e s Review (Section 3-1-412(a)) 
The Council maintains its requirement that each institution must ensure that any person or 

entity engaged in admissions or recruitment practices is communicating current and accurate 

information about the institution and its operations. The Council added the explicit 

requirement that the institution must ensure that student achievement disclosures ( as 

described in Section 3-1-704) are accurate. Following comments from the field, the Council 

clarified the language which states that the institution must mainta in documentation that it 

systematically monitors its recruitments activities. 

ONSITE APPLICATION: Section 4 
Procedural changes are outlined below under Recruitment/Admissions Monitoring 

Oversight. 
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14. Placement Definition (Glossary ) 
The Council has guidelines in which institutions must comply regarding the calculation of 
placement rates. The Council has included a succinct definition of placement within the 
Glossary of the Accreditation Criteria. 

ONSITE APPLICATION: 
The interpretation of the placement has not changed - rather the addit ion of a definiti on 

served on ly to include that interpretation. Webinars were offered and verification 
procedures outlined below. 

PROCEDURAL CHANGES 

Data Integrity Reviewer (DIR) 

Each camp us visited during the Fall 2016 cycle are required to submit all students who were placed 
between January 1, 2016 - June 30, 2016 into the Placement Verification Progra m (PVP). The PVP 
proc ess will send an automated e-mail to the graduate and employer for verification that the 
placement information is correct. The e-mail will be sent twice-two weeks prior to the visit and 
one week prior to the visit. Those graduates that confirmed placement via e-mail by the graduate 
and/or employer will be reviewed in-house by an ACICS staff member, prior to the visit. The staff 
member will make a determination based on the information received whether this was an 
acceptable placeme nt. For those graduates th at were no confirmed via e-mail, the Data Integ rity 
Reviewer (DIR) will make phone calls while on-site to attempt to verify the placement information 
provided. The goal remains 100% attempt of all placements reported via the PVP proce ss. 

If a campus provides any invalid placement information or if ACICS is not able to verify any 
individuals reported in a program, a finding will be issued on the visit report requiring an 
institutional response. 

Recruitment/ Admissions Monitoring Oversight 

We have expanded our call for comment survey, wh ich is required to be sent to all students one 
week prior to the visit to include questions with comment areas about whether the informat ion in 
the adm issions and recruitm ent process was clear, accurate, and without pressure. The visit team 
will continue to conduct an on-site student survey to gather further information about the students' 
experience. Furthermore, the Student Relations specialist will conduct on-site interviews with 
students to garner further feedback of their experience, particularly through the admissions and 
recruitment proce ss. 

We have also required all documentation related to their admissions and recruitment practices 
(including policies and guidelines, orientation packets for recruiters , interview scripts, etc.) to be 
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included within the room mater ials. This information will be reviewed by the Student Relations 
specialist on site, who will conduct interviews with the admissions directors and admissions 
representatives while on-site . 

Furthermore , we are requiring the campus to provide their policies and processes for monitoring 
recruitment personnel. We will then request evidence of the implementation of this policy. For 
example, if the institut ion records admissions calls, we will req uest a random sample of these 
recorded calls. The depth of the review will be dependent on any at-risk factors, survey and 
interview responses, and documentation review. 

Financial Aid Review Enhancement (Checklist) 

We will utilize a newly implemented checklist for financial aid review. The checklist will be 
included within the Evaluation Procedures and Guidelines and provided to the Stude nt Relations 
specialist on campus. The checklist will serve as a guideline in order to ensure that the evaluator 
reviews Title IV eligibility, compliance audits, appropriate documentation for financial aid and 
consumer information , cohort default rates , scholarships, financial aid staffing, and student file 
rev iew (include a file review check sheet). 

At-Risk Factors 

We have been mon itoring institutions for at-risk factors including complaints and adverse 
informat ion, stude nt achievement indicators, financial condition, enro llment growth, extens ive 
changes, and prev ious visits. The coor dinator will compile the at-risk factors for presentation and 
discussion at the pre-visit meeting. This information will help the team members be aware of 
current or previous issues at the institution. 

In addition, the At-Risk Institution Group (ARIG) is meeting on a periodic basis to dete rmine the 
necessary investigatory actions to take for institutions that have severe or multiple at-risk factors . 
In a number of instances, ARIG is directing special visits to the institution to further investigate the 
at-risk factors. In these cases, the team members will be prov ided with the "package" of at-risk 
informat ion. 

REPORT TEMPLATES REVISION 

There wer e extensive revisions , to include the addition of a number of narr ative-requir ed 
questi ons, to all sect ions of the team report templat es. Hence, evalu ators MUST review and 
download the most recent version as publish ed on the AC/CS web sit e. 
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ACICS Team Chair Training 
November 15, 2013 

/ / 



Introductions: 

Ms. Perliter Walters-Gilliam 
Senior Manager, Quality Enhancement 

Mr. Edgar Krissler 
ACICS Team Chair 

Participant introductions 
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INTRODUCTION 

??? 
? 

OG 
0 

What are your impressions of the chair role? 
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Training Objectives 

• Gain an understanding of the chair's role 

• Understand the scope of the chair's 
responsi bi I ities 

• Learn how to evaluate/review the campus 
effectiveness plan 
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Understanding the Role 

What do you think are the PRIMARY functions of the 
evaluation team? 

To verify information in the institution's self-study . 

To report all facts observed during the visit as to how 
the institution is accomplishing its stated mission, or 
failing to do so, in compliance with the criteria. 
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Understanding the Role 

What do you think is the PRIMARY role of the team 
chair? 

Ensure team members conduct visit activities in 
compliance with Council expectations. 
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Skills & Knowledge 

Qualitative Skills 

1. Facilitation and engagement 

2. Strong leadership skills 

3. Communication 

4. Organizational skills 

5. Interpersonal skills 

Knowledge 

1. Criteria 

2. Institutional Effectiveness & 
Management 

3. Peer review process 
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The Chair's Responsibilities 
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Role of Team Chair 

• Leader 

- Manage team on-site 

- Set example of fair and unbiased decision making 

- Work with ACICS staff coordinator 

• Facilitator 

- Delegate tasks 

- Set deadlines 

- Enable discussions 
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Leading the Team 

• Relationship with Team 
- Contact prior to visit 

- Set goals early and often 

- Foster team unity through a collective goal and collaborative 
attitude 

- Keep team focused and on task 
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CORE Elements of Facilitation 

□ Contact campus director prior to visit 

□ Explain purpose of visit in introductions 
✓ 

□ Seta collaborative tone during discussions 

□ Communicate clearly and set realistic deadlines 

□ Use Criteria and coordinator as a resource during discussions 
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Responsibilities: Before the Visit 

Communication with the Institution 

- Required : email and follow up phone call 

- Dialogue should be with on-site administrator - not 
corporate representative 

- Establish professional rapport 
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Responsibilities: Before the Visit 

Communication with the team 

- Discuss/ confirm with ACICS staff each team 
member's report assignment - all active programs 
must have an assigned evaluator 

- Team email (after team memo or one week before visit) 

- Confirm pre-visit team meeting time/location 
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Responsibilities: Before the Visit 

The Pre-Visit Meeting 
- Required - irrespective of team members' experience. 

- Introduction of team members 

- Follow outline (provided by Ed) 

- Explain purpose of the visit and review institution's 
application, update report 

- Review visit schedule and discuss any areas of concern 

- Reiterate ACICS visit expectations (professionalism, 
attire, etc.) 

- Discuss format and structure of opening session 

- Defer to ACICS staff for any updates (ASK them) 
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Responsibilities: During the Visit 

First Day of Visiit 
Tour campus facilities 

Lead opening meeting with campus leadership 
• Conduct Introductions 

- School administration and full team 

• Describe purpose of visit 

• Provide brief outline of schedule 

• Describe visit structure including exit interview 

• Ask questions based on self-study (prepared during 
pre-visit meeting) 

• Invite campus director to briefly orient team to 
institutional mission, student demographics, etc 
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Responsibilities: During the Visit 

First Day of Visit (continued) 

• Begin evaluation 
• Assess room materials 

• Make requests for files, additional documentation, etc. 

• Conduct interview with leadership (generally mid-morning) 

• Review files/ documentation/ room materials 

• Establish schedule for team (lunch meeting, mid-
afternoon briefing, etc.) 

• Lead discussion of findings with team 

• Review areas of concern with campus administrator 

• Begin report completion 
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Responsibilities: During the Visit 

Second/Third Day of Visit 
• Substantiate findings 

• Lead discussion with team 

• Assist as needed 

• Lead read-through 

• Review areas of non-compliance with school 
director and ACICS staff 

• Obtain copy of completed report section(s) on 
flash drives as well as hard copy 

• Conduct exit interview 
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Responsibilities: During the Visit 

Throughout the Visiil 
• Maintain communication with school director 
• Advise school director (with ACICS staff) of areas of 

concern and areas of non-compliance 
• Seek assurance from school director that areas of 

non-compliance are clearly understood 
• Provide an opportunity for the institution to resolve 

areas of concern - when appropriate* 
• Check with team members through periodic team 

update briefings 
• Discuss format for read-through with team 
• Guide team discussions to address ACICS 

standards 
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Responsibilities: During the Visit 

Read-Through 
• Begin by iterating the value of the read-through and the 

need for everyone's undivided attention 
• Get a HARD COPY of each section of the report 
• Ask each team member to read the narration sections 

of their report 
• Ask for clarification, as needed, before finalizing each 

evaluator's report section 
• Assist ACICS staff with ensuring all questions on report 

have been answered thoroughly 
• Assist ACICS staff in determining accuracy of areas of 

non-compliance and if citation contains sufficient detail 
• Debrief institution following the read-through and 

BEFORE the exit conference! 
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Responsibilities: During the Visit 

Exit Conference 
• Thank the school staff for their cooperation 

• Optional - positive remarks 

• Remind school staff of the exit conference 
format - no discussion or debate 

• Read summary of citation(s)/Congratulate for 
no citations 

• Request ACICS staff to brief school on 
procedures and processes that follow 
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Interview with Campus Leadership 

Schedule the interview so that (s)he can make 
themselves available and be prepared. 

Should include ONLY the on-site administrator 
(corporate representatives are not welcome) 

Should focus on 
• Self-study narrative 

• Overall administration and organization 

• Campus Effectiveness Plan 
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Evaluating the Campus Effectiveness 
Plan (CEP) 

Review should begin BEFORE the visit 

Focus on alignment with Sections 3-1-111 - 3-1-113 of the 
Accreditation Criteria. 

Discussion with CEP coordinator (usually campus director) 

Generally not "fixable" onsite 
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Evaluating the Campus Effectiveness 
Plan (CEP) 

Required elements - minimum expectations of the plan 
• Retention rate 

• Placement rate - at the campus and program levels 

• Level of Employer Satisfaction 

• Level of Graduate Satisfaction 

• Student Learning Outcomes 

Evaluation of the elements 
• Data collection - methodology, rationale 

• Summary and Analysis of data 

• How is the data going to be used 
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Evaluating the Campus Effectiveness 
Plan (CEP) 

Review of backup documentation 

• Surveys - graduates (must have actually graduated) and employers 

• Retention & Placement data - usually from CAR 

• Student Learning Outcomes - as appropriate 

Implementation and monitoring 

• Progress reports 

• CEP meeting minutes 

Annual review 

• Evidence of annual review 
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Evaluating the CEP -
Pre-Training Assignment Review 

• What did you think overall of the CEP? 

• Were the five required elements appropriately 
evaluated? ? 

• Did the institution have baseline data for e~ft o, the 
elements? 

• What about goals? • 

• Let's look at the Student Learning Outcomes (SLO) 
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Solving Problems 

Potential problems 

- Travel issues - weather, delays, security threats 

- Scheduling sufficient time for institution to resolve areas 
of non-compliance 

- Tense relationship with school 

- Tense relationship amongst team members 

- Personality conflicts 

- More ....... . 
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Solving Problems 

The campus director is adamant about not receiving a 
particular citation. They argue and insist that the team is 
wrong and they should not be cited. 

What would you do? 
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Solving Problems 

A member of the team has become disgruntled after a 
discussion involving an area of concern. The team 
member does not resume their tasks and hinders the rest 
of the group because of his/her interruptions. 

What would you do? 
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Solving Problems 

The ACICS staff member appears to have an agenda and 
wants to cite the school for an issue that as been deemed 
by the team as corrected. 

What would you do? 
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Task Completion 

• Determine level of task completion 

- Ask individual members and everyone collectively at specific points 

- Gauge progress 

• Help team members finish their work as needed 

- Set example by helping 

- Delegate help 

Remember your role: 
Everyone has a role to play - try to maintain focus on your role 

as chair 
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AREAS OF CONCERN 

• Become citations if not addressed during visit. 

• Should be shared with institution TOGETHER WITH ACICS 
staff coordinator 

• Necessitate the request and review of additional information. 

• Are based on compliance with the Accreditation Criteria, not 
with individual expectations of compliance . 
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Are these Areas of Concern? 

Faculty members shared that they only get paid $250 per course. 

NO 
Faculty development plans have the same activities listed for all 
faculty members. 

YES 
There are no staff evaluations on file. 

YES 
The CEP mentioned a student learning outcome that is not being 
used. 
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AREAS OF NON-COMPLIANCE 

• Are based on conflict with the Accreditation Criteria 

• Must be thoroughly detailed in the report 
■ Must clearly identify the lack of compliance with the 

Accreditation Criteria 

• Should only be communicated to the institution by the 
team chair and staff coordinator. 

• Must provide information on how the institution can come 
into compliance with the standard 

■ Must be written in the following format: 
(Section x-x-xxx): Statement of non-compliance. Details on 
violation of standard based on observations, document review, 
and interviews. [Details on corrective measure that must be 
taken.] 
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Responsibilities: After the Visit 

Post-visit 
- Keep a copy of the self-study materials and catalog 

- Format and edit report per ACICS standards 

- Email final report to ACICS (visitreports@acics.org ) and 
staff 

- Maintain a copy of the report through Council 

- Complete reimbursements within 60 days of visit 
• Chair honorarium = $350/visit day 

- Complete visit evaluation survey 

- Always direct any institutional requests to ACICS and 
inform ACICS staff of contact 
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Chair Report Sections 

□ Cover page, Program Information, and Introduction 

□ Section 1: Mission 

□ Campus/Institutional Effectiveness Plan 

□ Section 2: Organization 

□ Effective and Efficient Administration 

□ Organizational integrity 

□ Section 3: Administration 

□ Training of employees 

□ Section 6: Facilities 
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The Visit Report 

Audience: 

- Institution's administration 

-ACICS staff 

- Intermediate Review Committee (IRC) 

- Commissioners 

- U.S. Department of Education 
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The Visit Report 

• Answer all questions 

• When answer is "no" indicating non-
compliance ... 
- Begin with citation section 

- Write in present tense 

- Write in third person 

- Write concisely but provide sufficient details 

- Write for the reader who is not on the visit 
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EXAMPLE 

A program specialist determined that, through interviews and/or surveys with students, 
many are not pleased with the instructional equipment offered in their program. There 
are complaints of the equipment being broken and/or outdated. 

What would you, as the chair, recommend? 

• Discuss with other program specialists and see if their students reported 
the same issue . 

• Ask the specialist to observe equipment to determine if the equipment is 
sufficient for the program 's outcomes . 

What factors could contribute to this area of non-compliance? 

• Insufficient equipment 
• Deficient equipment 
• Lack of evidence of repairs 
• Need for additional equipment to complete the program objectives 
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Example 

The citation write-up: 

(Section 3-1-531(a)): Instructional equipment is not sufficient for the program. Through 
interviews with students, student questionnaire responses and observation of laboratory 
equipment, the program does not have sufficient instruction equipment to complete the 
program objectives. Specifically, there was no "Wireless Network" hardware available for 
students such as wireless access points, routers, and interface network cards. The objectives of 
the program state that students will receive training in order to seek CompTIA A+, Net+, Linux+, 
Security+, Convergence+, MCITP, and Cisco CCNA certifications. These certifications have strong 
wireless components, therefore, students need hands on administrative access to wireless 
networking devices. 

(Section 3-1-601): The instructional equipment is not appropriate and does not satisfactorily 
contribute to the overall curriculum objectives and stated mission. The current software utilized 
across all programs, MS Office 2003, is insufficient and there is inconsistency between the 
catalog, the marketing and the institution's self-study wherein "state of the art" technology is 
promoted but not in actual use. The evidence presented itself in course WP 100, Basics of Word 

Processing, is required in all programs. 
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Providing Narrative Responses 

Q. 1.17 Who is responsible for implementing and monitoring the CEP? Describe 
this individual's qualifications. If a committee is utilized please describe the 
committee. 

Mr. Denis Prcic, president, is responsible for implementation and monitoring of the IEP at AUBiH. 
He holds a bachelor 's degree in Applied Arts and Sciences from Rochester Institute of Technology. 
He has been the individual most directly and actively involved in leading and managing the 
development of the institution since its start. 

The president works with an institutional effectiveness committee to develop, update, and 
monitor the IEP. The committee is composed of the president, vice-president for international and 
government relations, senior administrative registrar, director of finance, director of human 
resources, general secretary, director of the institute for research and development, academic 
coordinator, and the IT service. The director of institute for research and development is the 
individual primarily responsible for managing the review process and making changes in the 
content of the I EP. 

ACICS Team Chair Training 2013 



Providing Narrative Responses 

Q. 2.09 Who is responsible for the financial oversight of the campus, and what 
are this person's qualifications? 

Mr. Prcic is responsible for the financial oversight of the campus. As stated in the previous 
section , he holds a bachelor's degree in Applied Arts and Sciences from Rochester Institute 
of Technology, which he completed while working and attending college in the U.S. for about 
14 years. Mr. Prcic founded AUBiH in late 2005 after returning to his home city, Tuzla, Bosnia 
and Herzegovina. 

Q. 3.03 Who is the on-site administrator, and what are this person 's qualifications? 

As noted previously, Mr. Denis Prcic is the president and chief executive officer of the 
institution. He holds a bachelor's degree in Applied Arts and Sciences from Rochester 
Institute of Technology and founded AUBiH in late 2005 after returning to his home city, 
Tuzla. He has been the individual most directly and actively involved in leading and 
managing the development of the institution since its start. 
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CITATION vs. RECOMMENDATION 

CITATION: 

• Is a documented area of NON-COMPLIANCE with the 
Accreditation Criteria 

• Requires the institution to make a change 

RECOMMENDATION: 

• Is an area of IMPROVEMENT 

• Is offered as "extra" and the institution can choose 
not to make the change 
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CHAIR MENTORING PROGRAM 

• Pairing of newly trained chairs with chosen 
seasoned chairs 

• Facilitated by chosen staff coordinators 

• Require a two-visit commitment (entire 
week) 

• Evaluation conducted on performance 

• Final step in chair assumption process 
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TRAINING WRAP UP 

• Short I RC Observation Discussion 

• Final Impressions/Questions 
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In their Own Words 

Do not think of yoursetf as an alt-knowing teader: you are part of a 
team that is preparing a report that can determine a campus '.5 future 
and ne)(t steps. 

/4~,,,-e t1,-r c&;c ~ti/Ir ,/11~ e,y?e~?/ire c&;c /#/# ti/;( c&;c tJo/«ifl' /1" /il7 /t1~ /tt/ ~ 
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Ttt ~ ~ t uuJ.J. k ~~ii~,~~~ ii~ -w~. A 
~ ¾ii# ,ot ~ CEP ~ ~ ii~, ~ -w:.d,. ~ ~#-i -w:.d,. 
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In their Own Words 

11!to10i.1Jl!tly el!teell e11e,c tl!te Hcost expe,ie,cee e11t18i.t1to1s wotll lot e11e,c 
tl!te Oest Hett/le Hcisttt/les. 

Things have changed: the way teams function, the role of 
the chair/coordinator, the evaluator templates, writing 
guidelines, criteria and more. Those that have been around 
for a while are sometimes less reluctant to respond to the 
changes and it can create some angst for a new chair. If 
you (as a new chair) take what you have learned in training 
and couple it with what you "hear" from others (filtered first) 
you will succeed. 

g,e elJ1t'J1'D&'Jn a«d, t44e de adui4e ot, fflMe ~ ~ a«d, ~ ~ ~°" d4&, 
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In their Own Words 

1-fow much time 3ou Jpenl he{ore a visit anl after elitirJ_J, 9t's a fat of work., hut 
worth if. 

odi;f'-:t~ ~rvt ~ e,,, 
11

-vcwe, II of-:tk ~,it" «t'1,()tt- tt,<)-:t-:tk ,i,tt,/4vi~t 

tWe,,,~v.>,- tt,<J 1'1'1-~U- 4ow ~e,n,oed,-;(~ ~e,. 

flsk For Feed back - your learning curve will be much 
quicker and more eFFective· 
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CAMPUS EFFECTIVENESS PLAN (CEP) CHECKLIST 

Section 3-1-110 
___ l . The CEP is deve loped, implemented, and congruent with the campu s mission. 
___ 2. The CEP identifies ways to assess and continuously improve educational pro gram s and processes . 
___ 3. Short-term objectives are includ ed in the plan. 
___ 4. If the campus is an additional location, does the additi onal loca tion have its own CEP, separate from the 

main cam pus CEP? 

Section 3-1-111 
___ 1. The CEP describ es the characteristics of the programs offered. 
___ 2. The CEP describes the student population . 
___ 3. The CEP states how continu ous improve ment will be made to improve or enhance these outcomes: 

(These six outcomes must be in the CEP. The campu s may choose to add outcomes. e.g. Defa ult rates .) 

Student retention rates 
_ Student placeme nt rates 
_ Level of gradu ate satisfac tion 
_ Level of employer satisfaction 
_ Student learnin g outcomes (more than one) 
_ Graduation rates (when ava ilable) 

___ 4. The CEP descri bes the types of data, including baseline data , used for assessmen t. 
___ 5. The CEP describes how the data were collected . 
___ 6. The CEP describes the rationale for using the data. 
___ 7. The CEP provides a summary and analysis of the data collected. 
___ 8. The CEP describes how the data were used to improve educational processes. 
___ 9. The CEP describes how baseli ne and compa rat ive data were used to demonstra te that student learning have 

occurred. 
__ 10. The CEP identifies placement and retention rate goals for the following year and identifies the rates for the past 

three CAR years 
__ 11. The CEP identifies the specific activities that will be under taken to meet the goals set for the next year. 

Section 3-1-112 
___ l. The CEP docume nts that the specific activ ities identified in the plan are carried out and that periodic progress 

reports are completed . 
___ 2. Periodic reports of CEP progress are comple ted to ensure that the plan 's activities have been implemented. 
___ 3. The campus has identified individuals ass igned with the responsibi lity for implementing and monitoring the CEP. 

Section 3-1-113 
___ 1. The campu s eva luates the plan, its goals, and activities at least annually. 
___ 2. The annual eva luation requires the determin ation of initi al baseline rates and a meas urement of results 

after planned activities have occurred. 
___ 3. Th e campus has documentation of historical outcomes (for the prior three years is sufficient). 
___ 4. The CEP shows evidence of how this historical data is used to achieve expected goals. 
___ 5. The campu s has adjusted its goa ls as a result of the evaluation of the CEP. 



CAMPUS EFFECTIVENESS PLAN REVIEW SHEET 

CRIT ERIA QUESTIONS 

Institutional Effectiveness CAMPUS EFFE CTIVENESS 

3-1-110 - INSTIT UTIONAL EFFECTIVENESS 
An importan1 indication of 1he ove rall effect iveness of an I .0 I 
ACICS -accred ited inst itu1ion is 1he degree to which it mee1s i1s 
own predetermined educationa l outcomes. Each campus of an 
ACICS-accredited institution, cons istent with its mission , shall 
develop and impleme nt a Campus Effectiveness Plan that 
identifies how it plans to assess and continuously improve its 
educatio nal program s and processes, and that addresses i1s 
abilily to meet the educat ional and occ upational objec1ives of 
its programs. In this document , each campus sho uld attempt to 
incorporate short-term objectives to be accom plished in order to 
achieve the mission of the institution as it applies to the campus 
and its future goals. 
3-1-111. Campus alld Institutional Ejfective ness Plans. Each 
campus shall have on file a Campus Effect iveness Plan (CEP) . 
A main and its additiona l locations may share aspects of a CEP, 
such as the mission, but each main and additional locatio n is 
expected to have its own plan for effectiveness that descr ibes 
the characteristics of the programs offered and of the student 
population , describe s what 1ypes of data will be used for 
assessment, iden1ifies outco mes, and state s how continuous 
improvement will be made to improve or enhance outcomes at J .02 
the campus. A distributed enterprise institution must also 
submit a consolidate d Institutiona l Effectiveness Plan (IBP) 
contain ing informat ion and data on the institution as a whole. 
The IBP of a distribuled enterprise inst ilulion is due on or 
befo re Seplember 15 annually. 

For the Campus Effectiveness Plan , the following six elements, 
at a minimum , will be evaluated for institutional 
effect iveness: 

l. studen1 retenlion rates ; 

2. student placement rates; 

3. level of graduate satisfact ion ; 

4. level of employe r sa tisfaction; 

5. student learning outcomes; and 

6. graduation rates [when ava ilable]. 

In compi ling the data needed to assess the six elements, each 
campus shall identify and desc ribe how the data were collected , 
the rationale for using each type of data , a summary and 
analysis of the data collec ted, and an explanat ion of how the 
data have been used to improve educat ional processes . Baseline 

1.03 

Does the CEP describe the following? 
(a) The characteristics of the program s offered. 
D Yes 0No 
(b) The characteristics of the student population. 
D Yes 0No 
(c) The types of data that will be used for assess ment. 
D Yes 0No 
(d) Specific goals to improve the educational processes. 
D Yes 0No 
(e) Expected outcomes of the plans. 
D Yes 0No 

If No for any item, insert the section number in parentheses and 
ex~lain: 

Are the followi ng five required elements evaluated in the CEP? 
(a) Student retention. 
0Y es 0N o 
(b) Student placement. 
0Y es D No D Not Applicable 
(c) Level of graduate satisfaction. 
0Y es D No D Not Applicable 
(d) Level of employer satisfaction. 
□Yes D No D Not Applicable 
(e) Student learning outcomes. 
D Yes 0No 

If No for any applicable item, insert the section number in parentheses 
and explain: 

Define the student learning outcomes used by the campus and how 
these outcomes are being assessed. 

Are the outcomes appropriate to support that student learning has 
occured? 
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CRITERIA 

data must be identified for each of the five elements. 

For examp le, the data needed to demonstrate swdenl learning 
outcomes includes baseline data and data to support that student 
learning has occurred. Examples of data may include, but are 
not limited to, course grades, GPA, CGPA, pre- and post-tests , 
entrance assessments, portfolios, standardized tests, l .04 
professiona l licensure examination s, and other measures of skill 
and competency attainme nt. Placement data should not be used 
exclusively to validate student learning outcomes. 

Each campus shall publish annual placement and retention 1.05 
goals. In formulating these goals, the campus shall take into 
account the retention and placement rates from the previous 
three Campus Accountability Reports and the specific activ ities 
that will be undertaken to meet those goals. The activit ies must 
demonstrate the campus' ability to maintain or improve 
retention and placement outcomes each year. 

Institutions are encouraged to include additional information in 
their plans which is relevant to improving their overa ll 
effectiveness. 

1.06 

QUESTIONS 

D Yes □ No 

If No, insert the section number in parentheses and explain: 

Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
D Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
D Yes D No D Not App licable 
(c) How the data was collected. 
D Yes D No D Not App licable 
(d) An analysis and summary of the data collected and an 

explanation of how the data will be used to impro ve the 
educational proce sses. 

D Yes D No D Not App licable 

If No for any applicable item, insert the sec tion numb er in parentheses 
and exp lain: 

Has the camp us published annual place ment and retention goa ls in its 
CEP that take into account its rates from the last three Campus 
Accountability Reports and that demonstrate its ability to maintain or 
improve retention and placement outcome s? 
D Yes D No D Not App licable (new additional 
locati on or initial applicant only) 

If No, insert the section number in parentheses and exp lain: 

Has the campus published specific activities that will be undertaken to 
meet placement and retention goals? 
D Yes D No D Not Applicable 

If No, insert the section number in parentheses and explain: 

1.07 Descr ibe the specific activities that the campus will undertake to meet 
these goals. 



This plan is created as a tool for 
gauging, tracking and managing 

the successes' of Columbia 
College annually. 

Campus 
Effectiveness 

Plan 
Columbia College's Plan for 
Success 

James Cho, Academ ic Dean 
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1. Introduction 

In order for this institution to grow and be successful in training students for academic achievements and careers , a 
process must be in place to guide the institution into the future. That is the reason for this Campus Effectivene ss Plan -
to act as a road map and provide benchmarks along the way to determine if Columbia College is still on the correct 
path, or if the path needs to be altered . 

For the Campus Effectiveness Plan to be meaningful, it must not be a document that is created , printed , and then filed 
away. Instead, the Campus Effectiveness Plan must be viewed as a living and breathing document to be actively used by 
the college's faculty and staff members. 

The Plan includes: 
a) A systemat ic process for determining the institution 's effect iveness in accomplishing its' mission, 
b) Listing of priorities and action(s) required to achieve the priorities, 
c) A system for gathering and utilizing objective data to ensure a process of continuous improvement, and 
d) Specific time to accomplish certain tasks. 

2. Institutional Mission and Goals 

Columbia College is a private proprietary post-secondary education institution of higher-learning. The student body 
ranges from the new high school graduat e to those who seek other careers or develop new skill for their current career
track. The mission statement has been developed to satisfy the demands of the current and future students locally, 
nationally , and internationally. 

Mission 

The mission of Columbia College is to provide high-quality, relevant, and varied educational programs and 
opportunities for the intellectual, cultural, and personal growth of all members of its community. The College values its 
role as an educational institution, embracing change and responding to the complex needs of those it serves. 

In order to meet this mission, the College offers a variety of undergraduate, and certificate programs in emerging and 
high employment demand fields. To meet the needs of a diverse community of learners, the College provides education 
that balances technical, professional, and academic components. 

The curriculum of each college program is guided by the following goals and objectives: 

a) To provide professional training opportunities that support economic independence in the community. 
b) To provide academic studies that assist students in developing self-confidence and success in their chosen 

occupational field of study . 
c) To provide career training opportunities for students who wish to enter rapidly growing service industries . 
d) To constantly innovate instruction and improve delivery of academic mater ial for our students. 

Columbia College 
Campus Effectiveness Plan 
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3. Student Demographics 

The student body of Columbia College is mainly composed of international students and naturalized U.S. 
citizens/residen ts born in foreign countries. The students' residence is concentrated in Fairfax, Arlington, Loudoun, and 
Prince William County of Virginia and Montgomery and Howard County of Maryland. The Majority of the students' 
ethnic backgrounds are Asian and Hispanic /Latino. Internationa l students are from many regions - East Asia, East 
Europe, Middle East, and Central and South America. 

The pop ulation in the English as a Second Language (ESL) program - the biggest program at Columbia College is 
predominately morning students who are typically unemployed or hold part-time job within limited hours. The average 
age of the student popula tion is 25 years of age or more and is very serious about pursuing their vocational and 
academic careers after completing their ESL program. 

The gender ratio between male and female is about 46 to 54, indicating the ESL and other programs such as 
Cosmetology and Nurse Aide have been preferred more by female students. 

The diversity of the population has been a major strength that has enhanced to growth of Columbia College since its 
inception. This variety is reflected in the faculty and staff members and it has helped to understand the student s' diverse 
cultura l backgrounds and meet their demands and expectations. 

As of April 2013, there are 553 students (495 Certificate & 58 Associate Degrees). 

Certificate Programs 
• Computer Basic : 0 
• Dental Laboratory Technology: 5 
• English as a Second Language: 457 (267 in Fairfax main site, 141 in Centreville learning site, 49 in Silver 

Spring learning site) 
• Massage Therapy: 19 (8 in Fairfax main site, 11 in Silver Spring learning site) 
• Culinary Arts: 0 
• Cosmetology: 13 (13 in Centreville learning site) 

Associate Degrees 
• Business Administration: 12 
• Computer Science: 6 
• Cosmeto logy: 1 (1 in Centreville learning site) 
• Dental Laboratory Technology: 4 
• Technical and Business English: 18 
• Teaching English for Early Childhood: 8 
• Massage Therapy: 4 
• Culinary Arts: 5 

Columbia College 
Campus Effectiveness Plan 
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4. Educational Programs and Processes 

The College offers certificate and associate degrees. The programs of study are designed to provide fundamental 
knowledge and professional work skills to enable the students to be competitive in their field. Each education program 
has clearly stated its objectives and defined content relevant to these objectives and to the current needs of business and 
industry, and student evaluation based on the program. 

Objectives are based upon learning outcomes and competency standards approved by Academic Department and each 
faculty member. All skill development , course content, exercises , and tests are developed based upon these 
competencies with the projected result being employable students with solid backgrounds and training. Course content 
is also reviewed annually by faculty members to ensure program offerings are current with workplace standards. The 
following is a mission and description of each program. 

4-1. Associate Degree_Programs 

Business Administration (Associate of Applied Science) 

The AAS Degree Program in Business Administration is designed to enable students to acquire the knowledge and 
necessary skills for business career fields. To accomplish this mission the program offers numerous core courses that 
teaches and trains students the business related disciplines and necessary skills for success in the global work forces. 

Computer Science (Associate of Applied Science) 

The AAS degree program in Computer Science is designed to teach students fundamental concepts, methodologie s and 
tools, basic programming , and information technology. Student s will have the educational foundation that leads to 
successful careers in the Computer Science industry. 

Cosmetology (Associate of Applied Science) 

This cosmetology program consists of intensive practice and lecture designed to prepare our students to take the 
Virginia State Board of Cosmetology examination for licensure. Student who have completed this program successfully 
are eligible to take the state board examinat ion and become a licensed cosmetologist s, salon manager, and/or cosmetic 
technic ian or school instructor. 

Culinary Arts (Associate of Applied Science) 

The Culinary Arts program consists of 68 credits of intensive practice and lecture designed to prepare students to take 
part in the culinary arts service industry successfully. Students are expected upon graduation to be qualified to enter a 
number of related fields as a professional chef in restaurants and hotels. 

Columbia College 
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Dental Laboratory Technology (Associate of Applied Science) 

Dental Laboratory Technology program provides for a flexible career which offers severa l opportunities for 
advancement. After completing the program, students can be experienced and skilled technicians who own their own 
laboratories or become department heads where they have supervisory responsibilities. 
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Massage Therapy (Associate of Applied Science) 

The A.A.S. Program of Massage Therapy is designed to prepare students for employment as professional massage 
practitio ners and provide a thorough knowledge of the structure and function of the human body along with theory and 
applications of therapeutic massage. Through this program, stude nts will be confident and capable in becoming 
successful massage practit ioners in a variety of professional settings. 

Teaching English for Early Childhood (Associate of Occupational Science) 

This program is designed to prepare students by studying current research and theories in the area of second language 
acquisition. The students will learn strategies and techniques to be able to teach the English language to limited 
English speaking early childhood and elementary age children. Based on cwTent research, teaching listening and 
speaking skills are emphasized, along with reading and writ ing. 

Technical and Business English (Associate of Occupational Science) 

Technical and Business English program is dedicated to offering effective communicative knowledge and skills that 
prepare students as business adminis trative profess ionals with integration of writing, oral presentation and interpersonal 
skills. 

4-2. Certificate Programs 

English as a Second Language (Certificate) 

This program is designed to provide comprehensive English skill classes including grammar, listening , speaking , 
reading , and writing. The goal is for students to acquire fluency in English so that they can obtain better j obs and 
opportunities in the United States without communica tion difficulties. 

Computer Basic (Certificate) 

This program cons ists of classroom instruct ion and laboratory classes totaling in 432 hours. Students can acquire 
knowledge, skills, and techniques necessary for a successful career in the Information Technology (IT) industry. 

Cosmetology (Certificate) 

This program trains students for employment in hair design, nail artistry , and facial makeup. Students can take courses 
not only to develop or improve skills and techniques but also to explore new industrial trends. 

Columbia College 
Campus Effectiveness Plan 



Culinary Arts (Certificate) 

This program prepares students to work as a professional chef. Students learn knowledge, skills, and techniques 
demanded by the culinary industry through classroom instruction and laboratory classes for 1,022 hours in total. 

Dental Laboratory Technology (Certificate) 
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This program prepares students for employment as dental laboratory technicians whose major job includes constructio n 
and repair of all types of dental prosthetic appliances. 

Massage Therapy (Certificate) 

This is a 30-week program of theory and practice classes consisting of a total of 600 hours . This course prov ides hands
on training to unskilled and inexperienced students seeking a career related to massage therapy. The Massage Therapy 
Program is designed to prepare students for employment as professional massage practitioners and provide a thorough 
knowledge of the structu re and function of human body, and theory and applications of therapeutic massage . This 
program offers the theoretical, practical and hands-on exper ience, and enables the graduates of this program to pass the 
certification exam that is offered by the Natio nal Certificat ion Board of Therapeutic Massage and Bodywork 
(NCBTMB). Through this program, students will be confide nt and capable of becoming successful massage 
pract itioners in a variety of professiona l sett ings. Massage Therapy is a 30-week program of theory and practice classes 
consist ing of total 600 hours. This course provides hands-on experiences to inexperienced and unskilled students 
seeking the career related massage therapy . 

4-3. Curriculum Development and Revision 

Curriculum development is ongoing and faculty -driven. The goal is to enable students to be prepared appropriately for 
their occupation and increase the percent of placement. The measure students' perceptions of whether or not they have 
the competencies necessary to perform on the job. To maintain the quality of education, the school carries out course 
evaluation at the final week of each course. Information obtained from the surveys will be shared with faculty and 
administration members. The results will be used for review and revision of specific program content and/or 
instructiona l delivery. 

Course objectives and content are reviewed annually by faculty members to ensure that program objectives and content 
are current with workplace standards. When revision is needed, the faculty and related staff edit the curriculum and 
syllabi. 

If some programs do not meet the standard of school's accreditation agency for completion, placement or exam pass 
rate, the College will notify the program coordinator and instructor and investigate the program to find the major reason 
and possible procedure to resolve the problem. The investigation is carried out by program review and collecting 
students ' concerns. The instructor in the program needs to answer questions and provide helpful input on current 
program based on the outcome from the investigation. When any plan is revised or rewritten it must be reviewed by the 
Academic Department for comment and approval. 

Columbia College 
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5. School's Retention, Placement, and Licensure Exam Passing Rate 

Columbia College has prepared the graduation/completion, placement and exam passing rate for annual report to the 
Council on Occupational Education (COE), College's current accredita tion agency. 

5-1. Retention Rate 

The College reviews completion and retention rates to determine the effectiveness of the academic programs. Based 
upon COE' s requirement, the school has submitted completion rates for the period of July l si each year through June 
30th of the following year. The comple tion rates are calculated by dividing the number of complete rs by the difference 
between the cumulative enrollmen ts and students that are currently enrolled. The retention formula used is simply the 
quotient of total enrollmen t minus number of withdraw and total enrollment. 
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Because the majority of student population belongs to the ESL program, the College 's overall retention and comple tion 
rates depend upon the outcomes of the ESL program. The College has compute d the data in two ways - overall with 
ESL and without ESL. Cumulative totals equate to students that are currently enrolled, new students and students that 
transfer to other programs within Columbia College. 

Retention Statistics 
(ACICS standard) 

with ESL without ESL 
(Total enrollment - (Total enrollment -

Period 
# of dropped 

Percentage 
# of dropped 

Percentage 
students)/ Total students)/ Total 

enrollment enrollment 
Julv 1, 2009 - June 30 2010 320/358 89.4% 60/67 89.6% 
July 1, 2010 - June 30, 2011 414/462 89.6% 79/87 90.8% 
July 1, 2011 - June 30, 2012 559/734 76.2% 127/ 155 8 1.9% 

Cumulative Percentage 1293/1554 83.2% 266/309 86.1% 

Note: As the school reviewed the outcome of last three years, it was determined that the retention rate has dropped down from period 
of 20I0 -201 1 to 2011-20 12, mainly due to significant number of dropped students at ESL program . This has been reviewed and 
scrutinized by ESL and Academic department to determine: 

1) The greatest challenge facing the ESL program is the quality of the program that is designed to meet the 
demand(s) of both the local and international students. Most of the student(s) desire learning English in a more 
communicative way. On the contrary , those who would like to pursue higher educa tion or plan to return to their 
countries as international students upon completion of the program desire learning English from an academic 
perspective. 

2) The ESL students' demographic s have changed from interna tional students to naturalized , unemployed U.S. 
citizens and resident-aliens . Once employed, they usually dropped out of the program . The goal is to cont inue 
to engage these stude nts and encourage them to further their academic pursuits. 

Columbia College 
Campus Effectiveness Plan 
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Academic/Faculty Plan and Responsib le Staff 

Goal Stratei?v Assi£ned Staff 
Curriculum and syllabi revision Collect request from faculties and decide to revise James Cho (Academic Dean) 

curriculum, syllabus, and other content. Jisoo Yang (Academic Director) 
Emily Uhm (ESL Director) 
Directors in each department 

Communication with faculty and staff Have a periodic meeting every 5 weeks and collect Jisoo Yang (Academic Director) 
faculty's 'wish list' Emily Uhm (ESL Director) 

Grace Kim, Ellen Ko (Learning 
site Administrator) 

Communication with students and Have office hours and be helpful to students' Jisoo Yang (Academic Director) 
student counseling concerns on and off the campus Emily Uhm (ESL Director) 

Grace Kim, Ellen Ko (Learning 
site Administrator) 

Student's awareness and interest in Make a student newsletter every 5 weeks and Jisoo Yang (Academic Director) 
the school events and activities deliver by email or mail Jinny Kirn (Academic Assistant) 
Monitoring academ ic pro gress Prov ide academic counse ling to the students Jisoo Yang (Acade mic 

whose GPA is below 2 .0 and contact and Dir ector) 
enco urage the students who make many Emily Uhm (ES L Dir ector) 
absents to attend the school Grac e Ki m, Ell en Ko 

(Learn ing site Admini strato r) 

5-2. Placement and Follow-up 

The continuous placeme nt demand by the curre nt and complet ed stude nt needs systemat ic procedur e of job placeme nt 
sys tem. Student Services Departm ent periodi ca lly contacts the current and pot ential employ ers in the DC Metro area 
via phone, email , or vis itin g, and maintai ns the reco rd as a database . Th e database recor d system, with coo pera tion with 
each academic department, will provid e opportu niti es to addr ess the students' needs. Some jo b placeme nt opportunities 
become ava ilable by posting the employ er's hir ing advertise ment/broc hure on the student bull etin boa rd. Mor e work 
need to be done to further expand and build syste matic process of the posting se rvices . Facu lty members must involve 
in the pro cess by mainta inin g liaison with the employers in the field throug h periodic vis itatio ns, invitation to school 
seminar or workshop, and ho sting job fa ir, etc. 

Systematic pla ceme nt proc ed ure will allow the school to run job placeme nt serv ice more effic iently. Student Service 
Department updates j ob track and updat es data on weekly basis and co ntacts the emp loye rs period ically to check their 
availabi lity. Providin g data of the poss ible employ ment list gives students grea ter access to the employe rs. The 
employe r data system prov ides effective way of collect ion and posting of j obs . 

Th e student plac ement servi ce req uires a consiste nt support from facul ties and staff membe rs in other departm ents. Th e 
student placeme nt and follow-up informatio n is made by Stu dent Serv ice department and repo rted to fac ulties and staff. 
Th e faculties and related staff members need to access freque ntly to the placement and follow-up data to measu re the 
effect iveness of the student placeme nt system. Th ey also need to have a periodic meeting with Student Service 
Depa rtm ent to disc uss futur e grad uate's need and current dema nd of employers . 

Columbia College 
Campus Effectiveness Plan 
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Placement Plan and Responsible Staff 

Goal Stratei?v Assi£ned Staff 
Collect and provide employer data Conduct research on job market and collect the Se In Cho, Louis Shin, Ellie Kang 
and information hirin_g request from the employers (Student Service Department) 
Employer data maintenance Maintain and update employers data every week Se In Cho, Louis Shin, Ellie Kang 

(Student Service Department) 
Student placement services Provide employer informati on to students who Se In Cho, Louis Shin, Ellie Kang 

graduated or is about to graduate (Student Service Department) 
Directors in each department 

Job pursuing and career Assist Help student to build resume and portfolio and Se In Cho, Louis Shin, Ellie Kang 
interview prepa ration (Student Service Department) 

Employer Survey Collect follow-up data from employer who hired Se In Cho, Louis Shin, Ellie Kang 
the school's graduates (Student Service Department) 

5-3. Licensure Exam Passing Rate 

Massage Therapy and Cosmetology program graduates need to pass the Licensure Exam to be eligible for employment 
in the field or related field, therefore; students' passing rate of the Exams are critical to the success of these programs. 
To enhance our students ' compete ncies for the exam, Columbia College assesses the graduation exams when the 
students complete all requir ed courses. This graduation exam, which has been made and updated by the faculty 
member, is des igned to be a similar format of the Licensure Exam. This exam helps the faculty members determine 
whether the student is ready and gives students test taking experience prior to the real one. The passing rates for the last 
three years have been 81.8% in 2009-2010, 100% in 2010-20 11, 81.8% in 20 11-2012, respect ively. The data of the 
Nurse Aide program, which has been recognize d by COE as a program which also needs the exam, is not included in 
this data since it does not seek accreditatio n from ACICS (It is only a 120 clock-hour program .). 

6. College Governing and Setting the Goals and Objectives 

The College' s president, vice president, dean, and academic program and administrat ive directors meet quarterly to 
review the accomplishmen ts, deficiencies , student data, and review and revise the College's goals and objectives for the 
upcoming periods. 

Columbia College 
Campus Effectiveness Plan 



6-1. Objective on 2013 

Objective 1: Acquire additional space 

• Strategies to achieve the objective 

a) Review current leases to confirm availability. 
b) Review school budget and income to ensure affordability. 
c) Make a detailed floor plan of facilities and offices. 
d) Check health and safety system including fire extinguisher system. 
e) Expand testing center. 
f) Adjust the budget plan if extra expenditure is determined. 

Objective 2: Initial Accreditation from ACICS 

• Strategies to achie ve the objective 

a) Realign institut ional infrastructure with ACICS standards for accreditation 
b) Continu e operational strategy meetings to ensure accountability of processes 

6-2. Objectives on 2014 

Objective 1: Establish Student Learning Media Center 

• Strategies to achieve the objective 

a) Research to determine list of required faciliti es and equipment. 
b) Estimate the total budget and reflect in the current annual budget plan. 
c) Check safety and fire prevention system of the center. 
d) Purchase fundamental equipment such as computer, TV set, DVD player, audio system, and etc. 
e) Carry out survey in each department to determine their need of visual/audio program to purchase 

educational software, CD's and DVD's . 

Objective 2: Develop and Implement Bachelor's and Mast er's Program 

• Strategies to achieve the objective 

a) Design and develop curricula for Bachelors and Masters degree programs 
1. Bachelors and Masters of Science Business Administration 

i. Accounting 
ii. Travel and Touri sm 

b) Recruit and hire additional instructional and admini strative staff for the new programs. 
c) Submit new programs to ACICS for approval. 

Columbia College 
Campus Effectiveness Plan 
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6-3. Objectives on 2015 

Objective 1: Establish Cafeteria 

• Strategies to achieve the objective 

a) Research and gather data to determine if adding a cafeteria would be feasible and cost effective. 
b) Inquire Virginia State Board regarding procedures for opening and operating a cafeteria and the 

sanitation and health department requirements. 
c) College's Governing team compare and establish a detailed plan regarding the type of operations 

(whether by hired employees or contractors) to determine which would be most efficient. 
d) Research local suppliers or grocery items and make necessary contract. 
e) Set the menu and price of each item. Make sure the prices are reasonable by considering students' 

budget constraints and also by checking the prices in other cafeteria-type restaurants. 

Objective 2: Program Accreditation on ESL 

• Strategies to achieve the objective 

a) Examine effectiveness and mission of the ESL program. 
b) Re-evaluate and revise the current ESL curriculum. 
c) Reevaluate the ESL student services and its effectiveness. 
d) Consult with the school faculty on the strengths and weaknesses - evaluate each course and level. 
e) Determine the effectiveness of the supporting system - both administrative and financial. 
f) Prepare for team visits from CEA - ESL accreditation agency. 
g) Final approval 

Objective 3: Certified Dental Technician (CDT) Exam Preparation 

• Strategies to achieve the objective 

a) Pursue accreditation from National Association of Dental Lab (NADL) 
b) Revise curriculum for the exam. 
c) Make facility for student to take Registered Graduate (RC) exam. 
d) Purchasing Facility to be qualified to become CDT Test Center. 

Columbia College 
Campus Effectiveness Plan 
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College 's Governi ng Team 

Goal Stratei?v Assi£ne d Staff 
Setting the goals and objectiv es Setting goals and objectives for academic program Richard Kim (President) 

and its approval, student's admission , retention, Joanne Kim (Vice President) 
and placement, faci lities, student service, James Cho (Academic Dean) 
effectiveness of operation. John Kim (Operation Director) 
Set the strategies to achieve the goals. Cindy Kim (Admiss ion Director) 

Jisoo Yang (Academic Director) 
Se In Cho (Student Service 
Director) 

Review the College's data Review College's data and outcome at quarterly Richard Kim (President) 
basis. The data include number of new enrollment, Joanne Kim (Vice President) 
retentio n and graduat ion data, placement data, James Cho (Academic Dean) 
licensure exam passing rate. John Kim (Operation Director) 

Cindy Kim (Admiss ion Director) 
Jisoo Yang (Academic Director) 
Se In Cho (Student Service 
Director) 

Review and update the goals and Review the goals and object ives quarterly to add, Richard Kim (President) 
objectives delete, or update. Joanne Kim (Vice President) 

James Cho (Academic Dean) 
John Kim (Operation Director) 
Cindy Kim (Admiss ion Director) 
Jisoo Yang (Academic Director) 
Se In Cho (Student Service 
Director) 

Review of Campus Effectiveness Plan Review and update bi-annually Richard Kim (President) 
Joanne Kim (Vice President) 
James Cho (Academic Dean) 
John Kim (Operation Director) 
Cindy Kim (Admiss ion Director) 
Jisoo Yang (Academic Director) 
Se In Cho (Student Service 
Director) 

6.4 Evaluating Progress towa rd Achiev ing the Objective s 

Goals and objectives and the detailed strateg ic plan of achieving for the year must be reviewed quarterly by the 
College's Governing Team and appropria te faculty and staff. If the reviewers determine that the plan needs revising, 
then suggestions for change are to be submitted for consideration. The whole Governi ng team is respons ible for 
reviewing the suggested changes and revising each plan. The Governing team will appoint a staff person to be 
responsible for taking minutes of all meetings and documenting any/all action taken. 

Once the detailed plan is approved, Columbia College Governing team will convene to review progress on achieving 
each objec tive. If problems are encountere d, the President of the College will take action to address the problem. 
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All objectives will be reviewed at the end of the year to determine if objectives have been met. If not, determine if the 
objec tive is still valid and which action needs to be done to reach the objec tive. 
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INTRODUCTION 

Mission and Objectives 

The mission of Central College is to provide a quality, career-focused postsecondary education 
to prepare students of diverse backgrounds, interests, and abilities to achieve their professional 
and academic goals. To achieve this mission, we are dedicated to these objectives: 

• Develop intellectual, analyt ical, and critical-thinking skills in our students . 

• Provide students with personalized, in-depth, and career-focused skills to achieve success 
on the job by providing up-to -date equipment, appropriate learning materia ls and supplies, 
and dedicated and tra ined faculty with relevant work experience . 

• Provide students and staff a caring environment that stresses accountab ility and high ethica l 
standards. 

• Assist graduates in securing ful l-time positions in their field of study. 

• Serve the community by providing employers a poo l of high-quality, competent, and pro
ductive employees who have both the technical training and personal skills to be successful 
on the job. 

History of the College 

Central College was founded in 1958 in Omaha, Nebraska, by Ms. Rachael Staub, a lifelong post
secondary educator . The col lege opened its doors in January 1958 and enrolled 58 students in 
diploma and associate's degree programs in Medical Assisting. Upon Ms. Staub's death in 1973, 
the col lege was purchased by Career College Centers, Inc., a Nebraska corporat ion that now op
erates 13 career colleges in five states. The campus was firs t accredited by ACICS in 1976 and 
has been continuously accredited since then. 

The Campus Effectiveness Team 

The Campus Effectiveness Plan (CEP) Committee comprises the campus director, director of ed
ucation, director of financial aid, director of admissions, and director of career services. The 
team meets at least twice a year. The winter meeting is devoted to drafting the next year's CEP. 
The draft plan is then shared with the campus advisory committee and revised as needed. Each 
subsequent CEP committee meet ing is devoted to analyzing the data and the implementation of 
plans up to that point and making whatever adjustments are deemed desirable. M inutes of the 
three CEP committee meetings held last year are included in Appendix A. 

STUDENT DEMOGRAPHICS 

Current student demographics are shown in Table 1, and program enrollments are shown in 
Figure 1. 
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Table 1. STUDENT DEMOGRAPHICS 

No. No. 

Status Day 305 
Evening 174 

479 
Full-t ime 401 
Part-time 78 

479 
Sex Female 162 

Male 317 

479 
Ethnicity Caucasian or Wh ite, non-Hispanic 282 

Age 

70 % 

60% 

50% 

40% 

30% 

20 % 

10% 

0% 

Afr ican-American or Black, non-Hispanic 81 

Hispanic 67 
Asian or Pacific Islanders 10 

American Ind ian or Alaskan Native 5 
Undisclosed 34 

479 
<18 0 
18-21 139 
22-29 220 
30-39 96 
40> 24 

479 

Figure 1 . PROGRAM ENROLLMENTS 
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As shown, the major ity of the current student populat ion are full-time day students, and 
most are male. Three-fourths of the students are between the ages of 18 and 29. Medi 
cal Assisting students comprise nearly three-fifths of the campus popu lation. These re
sults have been consistent over the past three years. 
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PROGRAM CHARACTERISTICS 

Central College offers th ree bachelor's degrees, four associate's degrees, and th ree diploma 
programs. The character istics of each program are given below. 

Associate of Applied Science Degree in Medical Assisting 

The object ives of the associate of science degree in Medical Assisting are to prepare students to 
work as allied healthcare professionals in both front - and back-office operat ions. Medica l assis
tants are employed in physicians' offices, medical clinics, hospita ls, laborator ies, and other 
health agencies. The goals of this program are to prepare graduates to : 

• Ident ify, demonstrate, and use OSHA princ iples, Universal Standard Precautions, and aseptic 
techn iques. 

• Demonst rate appropr iate compute r technology and medical admin istrative skills. 

• Perform and analyze clinical procedures and chart patient data. 

• Inte rpret and use medical terminology correctly. 

• Prepare and maintain patient examination areas. 

• Apply basic pharmacology, including dosage calculations, drug interact ions, and medications 
administration. 

• Apply legal, eth ical, and caring medical standards of pract ice. 

• Demonst rate appropriate wr itten, oral, math, and critica l-thinking skills. 

• Exhibit social responsibi lity and respect for the diverse cultures of a global society. 

Bachelor of Science Degree in Accounting 

... [Similar narrative for each credential offered .] 

RETENTION 

Central College is committed to providing a learning environment and support system that en
courages students to achieve their educat ional goals of graduating and being hired in a position 
for wh ich they were trained. Providing this learning environment and support system requires 
student persistence- that is, remaining enrol led and graduating. Achieving effective retention 
results requires the commitment of the ent ire college commun ity - students, faculty, and ad
ministration. 

Type of da ta The campus measures retent ion using the ACICS Campus Accountabi lity Report (CAR) formu la: 
used. 

Retent ion Percentage Rate= (A - B) / A, where A= the Beginning Enrollment plus Reentries plus 
New Starts and B = Withdrawa ls. 
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This measure is used to ensure unifo rmity and to enable the campus to compare performance 
over time and with other ACICS institut ions. Data was col lected from the 2012 CAR submitted to 
ACICS. The baseline rate is the previous year's performance . The goals are to (a) mainta in or im
prove retention from the previous year, and (b) equal or outperform the ACICS average. Thus, 
the 2012 retention goal was at least 75 percent, and the 2013 retention goal is at least 80 per
cent. 

Retention Results 

Overall retent ion results are shown in Table 2. 

Table 2 . OVERALL RETENTION RATES 

Analysis of data Overall, the campus achieved its goals by improving retention by 5 percent from the previous 
collected . year and by outperforming the ACICS average by 7 percent. 

Summa1y of data 
collec ted. 

Identifies the 
number of stu

dents in each 
program- as an 
aid in interpret· 

ing the data . 

Programmat ic retention for the most recent repo rt ing year is shown in Table 3. The goal is for 
no program to underperform the overal l retention goal by more than 5 percent. Programs that 
underperform the overall goal wil l be analyzed further. 

Table 3 . PROGRAMMATIC RETENTION RATES 

% Difference 
2012 From Overall 

Credential No. Retention% Goal (75%) 

Business Administration-Associate's Degree 56 89 +14 

Business Administration - Bachelor's Degree 48 85 +10 

M edical Assisting- Diploma 145 80 +5 
Accounting-Bachelor's Degree 31 79 +4 

Medical Assisting-Associate's Degree 132 78 +3 

Accounting-Associate's Degree 21 77 +2 

Information Technology- Bachelor's Degree 19 76 +1 

Paralegal-Diploma 9 67 -8 

Paralegal-Associate's Degree 2 65 -10 

Accounting-Diploma 16 64 -11 
Total 479 80 --

Analysis of data The results show the fo llowing: 
collected . 

1. Seven of the ten programs (compr ising 94 percent of the student populat ion) achieved re
tention rates not lower than -5 percent of the overall goal of 75 percent. In fact, two pro
grams (the bachelor's and associate degrees in Business Administration) achieved retention 
rates significant ly higher than +5 percent of the overal l goal. Thus, no further retention 
analysis of these seven programs is merited. 
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2. Three programs (the diploma in Accounting and the associate degree and diploma in Parale
gal, compr ising 6 percent of the student popu lation} achieved retent ion rates significantly 
lowe r than 5 percent of the overall goal. 

Retention Action Plan 

Based on these findings, the follow ing new initiat ives w ill be undertaken beginning next quarter : 

1. All sections of Accounting I will be taught by an experienced full -time accounting instructor 
with substantial industry experience. It is expected that the teaching and industry experi
ences th is instructor will bring to the class w ill enhance student involvement and retention. 

2. All paralegal classes will be required to schedule at least two guest speakers or field trips d i
rect ly relevant to the paralegal profession . Again, the goal is to enhance student involve
ment and retention. 

Interim retention results for all programs wil l be an agenda item at our November 2 CEP Com
mittee meet ing. In addit ion to these short-term plans specific to the retent ion data analyzed, 
the campus has developed an overal l Five-Year Strategic Retention Plan, shown in Appendix B, 
wh ich is designed to enable the campus to meet its retention goals. This plan is reviewed at 
least annually and at all CEP Committee meetings, with revisions made as needed. 

PLACEMENT 

The mission of Central College is to prepare students of diverse backgrounds, interests, and abil 
it ies for direct entry into the job market or to enhance their chances of advancement . Because 
most of our programs are termina l in nature and designed to lead to emp loyment rather than 
continuing educat ion, successful placement lies at the heart of ou r mission. 

Type of data The campus measures placement using the ACICS CAR formula: 
used. 

Ratio nale for 
using that type of 

data. 

Method of col
lecting the data. 

Baseline rate. 

Placement Percentage Rate= (PF+ PR/ (G - U}, where PF= Placed in Field, PR= Placed in Relat
ed Field, G = Graduates and Completers, and U = Unavailable for Placement. 

This measure is used to ensure uniformity and to enable the campus to compare performance 
over time and with other ACICS institut ions. Data was col lected from the 2012 CAR submitted to 
ACICS. The baseline rate is the previous year's performance. The goals are to (a} maintain or im
prove placement from the previous year and (b) equa l or outperform the ACICS placement aver
age. Thus, the 2012 placement goal was at least 79 percent, and the 2013 placement goal is at 
least 83 percent. 

Placement Results 

Overall placement results are shown in Table 4. 



Summary of data 
collected. 

CAMPUS EFFECTIVENESS PIAN 8 2013 -2014 

Table 4 . OVERALL PLACEMENT RATES 

I I 

campus 71% 79% 83% 
ACICS 74% 71% 71% 

Analysis of data Overall, the campus achieved its goals by improving placement by 4 percent from the previous 
collected. year and by significantly outperforming the ACICS average by 12 percent. 

Summary of data 
collected. 

Data arranged 
from high to 

low-as an aid in 
interpreting the 

data. 

Always, the 
number of re

spondents is 
identified . 

Programmatic placement for the most recent reporting year is shown in Table 5. The goal is for 
no program to underperform the overall placement goal by more than 5 percent. Programs that 
underperform the overall rate by more than 5 percent will be analyzed further. 

Tabl e 5. PROGRAMMATIC PLACEMENT RATES 

% Difference 
No. of 2012 From Overall 

Credential Graduates Placement% Goal (79%) 

Information Technology-Bachelor's Degree 3 100 +21 
Medical Assisting-Associate's Degree 61 94 +15 
Medical Assisting-Diploma 102 84 +S 

Business Administration-Bachelor's Degree 12 83 +4 
Business Administration - Associate's Degree 22 77 -2 
Accounting-Bachelor's Degree 7 71 -8 
Paralegal-Diploma 4 so -29 
Accounting-Associate's Degree 10 60 -19 

Accounting-Diploma 11 55 -24 
Paralegal-Associate's Degree 0 -- --
Tota l 232 83 -

Analysis of data The results show the fo llowing: 
collected. 

Extenuating 
circumstances 

for not reaching 
a goal. 

1. Five of the nine programs (comprising 86 percent of the student population) achieved 
placement rates not lower than -5 percent of the overall goal of 79 percent. In fact, two 
programs (the bachelor's degree in Informat ion Technology and the associate's degree in 
Medical Assisting) achieved placement rates significant ly higher than +5 percent of the 
overall goal. Thus, no further retention analysis of these five programs is mer ited. 

2. Although the Paralegal dip loma graduates were placed 29 percent below the campus goal, 
the small number of graduates do not merit further analysis. For example, if just one more 
graduate had been placed, the program's placement rate wou ld have been 75 percent 
which is within the -5 percent of the overall placement goal. 

3. All three Accounting programs performed below the average rate, with the associate-degree 
and diploma programs performing significant ly below average. 

Placements in the Accounting programs were adversely impacted by the closing last year of Al
lied Financial, the fifth largest employer in the city and a major hirer of Central College gradu 
ates. 
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Placement Action Plan 

Based on these findings, the follow ing new initiat ives wil l be undertaken beginning next quarter: Description of 
how the data are 

being used to 1. 
improve educa

tional processes. 

The business department chair, who oversees both the Business Administration and Ac
counting programs, and the career services director have been charged with developing an 
action plan to improve placement in these two areas, with a report due at our November 2 
CEP Committee meeting. 

Programs not 
meeting the 

ACICS threshold 
level for reten 

tion or place
ment are re
quired to in
clude an Im-

provement Plan 
in the CEP. 

Although an as
sessment of on· 
campus student 

satisfaction is not a 
required element 

of the C£P, cam
puses are encour

aged to include 
addit iona l infor

mation that is rele
vant to improving 
their overall effec -

tiveness. 

Type of data used, 
ra~onale for using 

that type of data, 
method of collect 

ing the data, and 
baseline rate. 

2. The career services director has been charged with attending each monthly meeting of the 
Omaha Chamber of Commerce. If she is unable to attend a meeting, a member of her staff 
w ill attend. The objective is to network more closely with potentia l employers. 

The institut ion's comp lete Placement Improvement Plan for the Accounting diploma program is 
shown in Append ix C. It presents and analyzes the data collected and all the new strategies we 
are implementing, along with the individual responsible, all activities implemented in a one -year 
period, and the expected outcomes. 

Inte rim placement results for all programs will be an agenda item at our November 2 CEP Com
mittee meeting. In addit ion to these short -term plans specific to the placement data analyzed, 
the campus has developed an overall Five-Year Strategic Placement Plan, shown in Appendix D, 
which is designed to enable the campus to meet its placement goals. This plan is reviewed at 
least annually and at all CEP Committee meetings, w ith revisions made as needed. 

STUDENT SATISFACTION 

Student satisfact ion is assessed once a year. The form measures student satisfaction with all as
pects of the administrat ion and educational activities, as we ll as miscellaneous factors {see Ap
pendix E), since these aspects are considered crucial to the campus being able to achieve its 
mission. The form is comp leted online using Survey Monkey during a regular class period. The 
survey is admin istered anonymous ly by a member of the administrat ive staff, w ith the instructor 
absent from the classroom. 

Using a five -point scale, where 1 = Extremely Dissatisfied and 5 = Extremely Satisfied, the base
line rate and goal is to achieve an overa ll average score of at least 4 {"Somewhat Satisfied"). Any 
area achieving a score of less than 4 requ ires corrective steps by the appropriate department. 
The miscellaneous factors are analyzed separately. 

The results are shown in Table 6. 
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Table 6. OVERALL STUDENT SATISFACTION 

2011 2012 
(N = 402) (N = 431) 

Administra t ion 

Admissions 4.3 4.2 

Financial Aid 4.0 4.1 

Academic Affairs 4.6 4.5 
Career Services 3.8 3.9 
Administration Average 4 .2 4. 2 

Instruction 

Program Curriculum 4.5 4.7 

Instructors 4.8 4.7 

Labs and Equipment 3.7 4.2 

library 4.3 4.3 

Instruc t ion Average 4.3 4.5 

Overa ll Average 4 .3 4.3 

Overall, student satisfaction remained unchanged from the previous year, w ith an average rat 
ing of 4.3 for both years. The only area below the 4.0 threshold was the 3.9 rating for career ser
vices. This is most likely due to the low interaction of most current students with the depart 
ment. Students don't take the ir required Career Success course unti l their last quarter of at
tendance. Thus, no further action is warranted. This course is taught by the director of career 
services. 

Programmat ic graduate satisfaction rates (with a scale of 5 = Extremely Satisfied and 1 = Ex
treme ly dissatisfied) are shown in Figure 2. 
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Figure 2. PROGRAMMATIC STUDENT SATISFACTION 
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Analys is of data The results show all programs receiving a rat ing of at least 4.0, so no further action is warranted 
collected . regarding programmatic student satisfact ion. 
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GRADUATE SATISFACTION 

As part of its graduate exit interview, Central College requi res graduates to comp lete a graduate 
satisfaction questionna ire, which is used by the administration to mon itor and improve all as
pects of campus operations. However, because ACICS requires the measurement of graduate 
satisfaction after placement, the campus e-mails students a different graduate satisfact ion 90 
days following graduation. The form measures graduate satisfaction with all aspects of the ad-

Rationa le for using ministration and educational activ ities, as wel l as miscellaneous factors (see Append ix F), since 
th

at type of data, . these aspects are considered crucial to the campus being able to achieve its mission. 

Method of collect- The form is comp leted on line, using Survey Monkey. If a response has not been received in two 
ing the data and 

baseline rate. weeks, a follow -up phone call is made to the graduate, urging him or her to complete the ques-

Summa1y of data 
collected. 

Analysis of data 
collected . 

tionnaire as a means of improving campus operat ions for future students. If necessary, a second 
follow -up phone call is made two weeks later. Using a five-point scale, where 1 = Extremely Dis
satisfied and S = Extremely Satisfied, the baseline rate and goal is to achieve an overal l average 
score of at least 4 ("Somewhat Satisfied"). Any area achieving a score of less than 4 requi res cor
rective steps by the appropriate department. The miscellaneous factors are analyzed separately. 

In 2012, of the 193 graduates placed, completed questionnaires were received from 147 gradu
ates, for a response rate of 76 percent. Overall graduate -sat isfact ion results are shown in Table 
7. 

Table 7. OVERALL GRADUATE SATISFACTION 

2011 2012 
Administration 

Admissions 4.6 4.7 

Financial Aid 4.1 3.7 

Academic Affairs 4.6 4.5 

Career Services 4.1 4.0 

Adm inistration Average 4.4 4.2 

Instruction 

Program Curriculum 4.6 4.8 

Instructors 4.8 4.8 

Labs and Equipment 3.5 4.6 

Library 4.2 4.1 

Instruction Average 4.3 4.6 
Overall Average 4.4 4.4 

Overall, graduate satisfaction remained unchanged from the previous year, with an average rat
ing of 4.4 for both years. The lowered rating for the financial aid department (3.7) like ly resulted 
from the fact that in December 2012, the financial aid director was te rminated for ineffect ive 
performance. The higher rat ing for labs and equipment likely stemmed from the purchase of all 
new computers for the labs and library in Apri l 2012 and from the addit ion of a new medical lab 
in September 2012. 

Programmatic graduate satisfaction rates are shown in Figure 3. 
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Figure 3 . PROGRAMMATIC GRADUATE SATISFACTION 
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Analysis of data The results show the only program receiving a rating below 4.0 was the Paralegal program, 
collected . which had only three graduates. One of the three graduates rated the quality of instruction as a 

2. Further investigation revealed she had a major disagreement with one instructor's grading 
during her fina l quarter. Since that instructor consistent ly receives positive reviews during both 
student satisfaction surveys and facu lty observation reports, no further action is warranted re
garding programmatic graduate satisfaction rates. 
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Graduate Satisfaction Action Plan 

In January, the campus named Ms. Hilda Schwartz, the assistant financia l aid director, as the act
ing financial aid director and paid for her to attend two state financial aid workshops. In Febru
ary, we placed print and online advertisements for a new financia l aid director (see Appendix G). 
As of the date of the creation of the CEP, the campus director has interv iewed three candidates 
in person and two additiona l candidates by te lephone. He expects to make an offer to one of 
these five candidates by April 1. 

Update: Mr. Harold Fleming accepted the posit ion of financial aid d irector and began working 
on April 5. His letter of acceptance of the position and his ACICS data sheet are shown in Appen
dix H. Mr. Fleming has more than two years of experience as a financial aid director at another 
ACICS-accredited institution and is a member of t he Nebraska Association of Student Financial 
Aid Administrators (NASFAA). 

EMPLOYER SATISFACTION 

One of our ultimate goals is to provide a learning environment and support system that encour 
ages students to achieve their educationa l goals of graduating and being hired in a posit ion for 
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which they were tra ined. We the refo re survey emp loyers 60 days after a graduate placement to 
determine whether our graduates are meeting their expectations. The feedback we receive is 
crit ical for program assessment and is also a major agenda item at our adv isory committee 
meetings . 

We use a simple six-question form to encourage participation. The areas measured incorporate 
the most important skills needed for emp loyment . The form is comp leted online, using Survey 
Monkey . If a response has not been received in two weeks, a follow -up phone call is made to 
the employer, urging him or her to comp lete t he questionnaire as a means of improving the 
emp loyment skil ls of future hirees. If necessary, a second fol low -up phone call is made two 
weeks later. 

Using a five -point scale, where 1 = Extreme ly Dissatisfied and 5 = Extreme ly Satisfied, the base
line rate and goal is to achieve an overal l average score of at least 4 ("Somewhat Satisfied"). Any 
area achieving a score of less than 4 requ ires corrective steps by the appropriate department. A 
free -response question, "What recommendations do you have to improve the quality of our 
graduates for employment at your firm?" is analyzed separate ly. 

In 2012, of the 193 employers who were sent the e-mail requesting participation, comp leted 
quest ionnaires were received from 65 employers, for a response rate of 34 percent. Overall em 
ployer -satisfact ion results are shown in Table 8. 

Table 8. OVERALL EMPLOYER SATISFACTION 

Rating 

This employee's program of study at Central College was up-to-date and current with the 
needs of the local labor mark et. 4 .8 

This employee possessed the writing, speaking, and math skills needed by our firm. 4.2 

This employee possessed the entry -level technical skills needed by our firm. 4,6 

This employee possessed the entry- level human relations skills needed by our firm. 4 .5 

Overall, I am satisfied with the education that this employee received at Central College. 4,7 

I wo uld gladly hire additiona l Central College graduates of this program. 4,7 

Average 4.6 

Analysis of data Al l measures of emp loyer satisfaction exceeded the thresho ld rating. Employers were especially 
collected. satisfied with the employees' curr iculum and education and would gladly hire additional gradu 

ates. 

Programmat ic emp loyer satisfact ion rates are shown in Figure 3. 

Comment [S01]: I simp ly sort ed fr om high to 
low here . 
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Figure 3. PROGRAMMATIC EMPLOYER SATISFACTION RATES 
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The results show all program areas hit or exceeded the threshold rating. Employers were espe
cially satisfied w ith our Accounting and Business Administ ration graduates. The 4.6 satisfaction 
rating for Medical Assisting graduates may not be a valid measure inasmuch as only 20 percent 
of the emp loyers of these graduates completed the survey. 

Employer Satisfaction Action Plan 

The campus has been experiencing increasing difficu lty in getting employers to respond to the 
emp loyer satisfaction survey. Many companies, especially the larger corporations and hospita ls, 
have company policies that restrict the type of informat ion they're able to divulge. Yet, valid da
ta from a representative sample of employers is needed for effective program development and 
also fo r continu ing accreditat ion. 

The campus administration has adopted the fol lowing process to use for gathering employer 
satisfaction data, beginning with the June graduat ion class. 

1. Just pr ior to e-mailing the employer instructions for accessing the online questionnaire, the 
career services director will telephone the placed graduate and request that the graduate 
personal ly e-mail his or her immed iate supervisor and give written perm ission to complete 
the survey and urge him or her to do so. The suggested content of the emp loyee's e-mail is 
prov ided in Appendix I. It stresses the college's desire for continuous improvement based on 
employe r feedback and the accreditation requirement to secure th is data. 

2. If the questionnaire has not been completed in two weeks, the career services director wi ll 
personal ly call the employer, remind him of the employee's written permission, and attempt 
to secure responses from the six quest ions over the phone. The employer wil l also be asked 
if he or she has any additional comments or recommendat ions to make. 
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3. To ensure the integr ity of the process and to provide documentation, the call will be record 
ed. The employer wi ll be told that the call is being recorded but that neither his or her name 
nor the company's name wi ll be communicated during the interview. The script for this in
terview (see Append ix J) ensures the confidentiality of the data . 

The career services director will report on the success of th is new process at the November 2 
CEP Committee meeting, and revisions wil l be made if necessary. 

STUDENT LEARNING OUTCOMES 

Central College is well aware that an important criterion, perhaps the most important criterion, 
of the college's success in fulfilling its mission is documenting academic accomplishment -t he 
competencies students gain through thei r col lege experience that equip them to be successful 
on the job. Collecting, analyzing, and using such evidence is a process of continuous improve 
ment for the campus. 

To document student learn ing outcomes, Central College assesses general education achieve
ment, cumu lative GPAs for all students, and an addit ional measure of learning outcomes specific 
to each program. 

General Education Achievement 

Our required general education courses provide our students w ith a foundation for effect ive 
participation in work, l ife, and future learn ing. Central College uses the Collegiate Assessment of 
Academic Proficiency (CAAP) to measure achievement in general educat ion. According to the 
ACT Web site, CAAP " is the standardized, nat ional ly normed assessment program from ACT that 
enables postsecondary institutions to assess, evaluate, and enhance student learning outcomes 
and general education program outcomes." According to ACT, CAAP can be specifically used to 
"sat isfy accreditation and accountab ility reporting requirements." 

Every student enrolled in an associate's or bachelor's degree program is required to t ake four of 
the CAAP tests (Writing Skills, Reading, Mathemat ics, and Critical Thinking) prior to graduat ion. 
Each of the four tests requires 40 minutes, and the college pays for the testing. Associate-degree 
students take the test after completing 22.5 quarter hours of general education courses. Bache
lor's-deg ree students take the tests only once. Thus, only bachelor's students who did not re
ceive their associate degree from Central are required to take the tests. 

The 2012 results reported in Table 9 are based on perfo rmance in general education of the 93 
associate-degree graduates reported on the 2012 CAR. Any local score that fa lls below one 
standard deviation from the national two -year sophomore score requi res further action from 
the campus. 
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Table 9. CAAP PERFORMANCE 

Central National 
Test Mean Mean National SD 

Writing Skills 59.6 62.3 4.7 

Reading 60.2 60.4 5.5 
Mathematics 54.1 56.1 3.6 
Critical Thinking 57.4 60.7 5.3 

Central College students performed within one standard deviation of the national average of 
two -year sophomore students on all four tests . They performed slight ly below the nationa l av
erages on each test, which is not surpris ing considering the students we serve. No further action 
is requ ired in terms of general education achievement. 

GPA Results 

As one method of documenting student learning outcomes, the campus analyzes overall GPAs, 
inasmuch as GPA achievement prov ides a uniform and comparable measure of student 
achievement across programs and across time. GPA is calculated on the traditional 4.0 scale and 
is col lected from CampusVue. The baseline rate is the related GPA mean from the previous year. 
Any difference in GPA of 0.2 or more is investigated further . 

The GPA achievement of all majors is shown in Table 10. 

Table 10. GPA ATTAINMENT 

. ,. . I .. . I .. • 
Paralegal-A ssociate's Degree 2 4 .00 2 3.75 ~-2~ 
Paralegal-Diploma 9 3.78 8 3.74 ·.04 
Information Technology- Bachelor's Degree 19 3.76 18 3.97 -.21 
Business Administration-Associate's Degree 56 3.62 59 3.27 +.35 
Business Administratio n-B achelor's Degree 48 3.20 43 3.27 -.07 

Accounting-Bachelor's Degree 31 3.15 30 3.21 -06 
Medical Assisting- Associate's Degree 132 3.05 135 3.12 -.07 
Accounting-Associate's Degree 21 2.94 20 2.97 -.03 
Accounting-Diploma 16 2.78 15 2.76 +.02 
Medica l Assisting- Diploma 145 2.32 153 2.30 +.02 

Tota l 479 2.96 483 2.92 +.04 

Overall, GPAs did not change significant ly, with only a +.04-point diff erence between the two 
years. For most majors, the results show only trivial differences in GPA achievement from the 
previous year, so no specific changes are warranted for these programs. The change of -.25 in 
the Paralegal associate degree program can be attr ibuted to the small numbe r of students (N = 
2) in the program, which can result in major changes w ith a change of just one grade from one 
course. 

The results from three programs, however, warrant further investigation: 

1. Business Admin istrat ion majors in the associate's degree program increased the ir GPA by 
.35 points . 

[ Comment [502]: High-to-low order. 
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2. Students majoring in Info rmation Technology decreased their GPA by .21 points. 

3. Disregarding the Paralegal associate degree program results, there was a 1.46-point differ 
ence in the 2012 GPA of Medical Assisting diploma students and the Paralegal diploma stu
dents. 

To explore these findings further and propose specific actions for improvement, ad hoc comm it
tee assignments have been made as shown in Table 11. 

Table 11. GPA ACTION PLAN 

Charge Person Responsible Reporting Date 

Determine why Business Administration majors in the Business department November 2 CEP Committ ee 
associate degree program increased their GPA mean by chair meeting 
.35 points. Perhaps identify best practices that can then be 
used in other programs. 

Determine w hy students majoring in Information Technol- CIS departmen t chair November 2 CEP Comm ittee 
ogy decreased their GPA mean by .21 points. Suggest pos- meeting 
sible solutions. 

Determine why there was a 1.46-point difference in the Academic dean 
2012 GPAs of Medical Assisting diploma students and Par-
alegal diploma students. 

November 2 CEP Committee 
meeting 

Additional Measures of Student Learning Outcomes 

Additional measures of student learning outcomes, specific to each program of study, were 
conducted as discussed below. 

Accounting Programs: Pretest/Posttest Results 

The campus offers th ree accounting credentia ls. The three credentials, along with their most 
advanced accounting courses, are these: 

• Bachelor's degree in Accounting: ACC 4150: Accounting Capstone 

• Associate's degree in Accounting: ACC 2010: Accounting Ill 

• Diploma in Account ing Assistant: ACC 2010: Account ing Ill 

The campus uses a pretest/posttest procedu re in each of the th ree programs to document stu
dent learning outcomes. The same test is used for the associate's degree and the diploma, since 
Accounting Ill is the most advanced accounting course in both programs and is a required course 
in both programs. 

The pretest/posttest procedure was used (a) because all students enter the course at the same 
level of know ledge, thus helping to ensure th at changes in pretest/posttest performance are the 
result of knowledge gained in the course, and (b) item analysis would enable the campus to 
modify course content as deemed desirable. The most advanced accounting course was selected 
because it incorporates skills and knowledge acquired in all previous accounting courses. 
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An ad hoc committee consisting of three full -time accounting inst ructors reviewed the syllabus 
course object ives for Accounting Ill and developed test items in proportion to the we ights 
deemed appropriate for each course objective, as shown in Table 12. 

Table 12. ACCOUNTING TEST DEVELOPMENT 

Course Objective Weight No. of Quest. 

Use the figures on comparative statements for vertical and horizontal analysis. 30% 15 

Understand how relationships between items on the financial statements are 30% 15 
used to measure profitability , financial strength, and liquidity . 
Maintain all records for the operation of a partnership and corporation, including 20% 10 
end-of-period financial statements . 
Account for common, preferred, and treasury stock and bonds. 10% 5 

Understand departmental and manufacturing accounting procedures. 10% 5 

Tota l 100% so 

The inst ructor team adapted items from the textbook pub lisher's test bank to create two objec 
tive versions of the pretest and two objective versions of the posttest - each to be used in alter 
nate quarters. All four tests assess paralle l competenc ies. Using the test bank softwa re, the or 
der of the questions is randomized for each test administration. An example of the current pre
test and posttest is included in Appendix K. 

The pretest is administered on the third day of class each quarter, and the posttest is adminis 
tered on the last day of class (before exam week). Students are to ld that the results do not fac
tor into their course grades but that they should take the test seriously because it provides help
ful inform ation to improve course content. Their names are on the tests to help ensure that they 
take the tests seriously. 

Expected improvement between pretest and posttest scores is at least one-third. The pretest 
results are used as the baseline data. Identical procedures are used for pretest/posttest devel
opment fo r ACC 4150: Accounting Capstone. An example of the current pretest and posttest for 
ACC 4150 is included in Appendix L. 

Five sections of Accounting Ill enrolling a tota l of 61 students were taught in 2012. The comp lete 
pretest/posttest results are shown in Appendix M and are summarized below. The percentage 
of change was calculated by subtract ing the pretest percentage from the posttest percentage 
and dividing the result by the pretest percentage (thus, 83% - 61% = 22%; 22%/61% = 36% im
provement from the pretest to the posttest). The data in Table 13 are from the 54 students for 
whom both pretest and posttest results were available for comparison. 

Table 13. PRETEST/POSTTEST RESULTS 

Wtd. %: Wtd. %: % 

Course Objective Weight Pretest Posttest Chan ge 

Use the figures on comparat ive statements for vertical and hori
zontal analysis. 
Understand how relationships between items on the financial 
statements are used to measure profitability, financial strength, 
and liquidity. 

30% 

30% 

41 % 78% +90% 

44 % 73% +66% 
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Maintain all records for the operation of a partnership and corpo- 20% 64% 86% +34% 
ration including end-of-period financial statements. 

Account for common, preferred, and treasury stock and bonds. 10% 61% 83% +36% 

Understand departmental and manufacturing accounting proce- 10% 60% 67% +12% 
du res. 

Tota l 100% 54% 77% +43% 

An analysis of the results shows that students increased their know ledge on all objectives, aver
aging a 43-percent increase. Students increased at least by one-third on four of the five course 
objectives. They achieved the most on the two objectives that require students to analyze ac
counting data, which were we ighted heaviest (60 percent total). Thus, no changes are warrant 
ed for the first four course objectives . 

Accounting Action Plan 

In analyzing why students achieved only a 12-percent improvement on the last course objective, 
a review of test results showed that most of the incorrect responses concerned departmental 
account ing procedures. Thus, the business administration department chair charged the th ree 
accounting inst ructors who developed the tests to (a) review the test quest ions themselves to 
ensure they are clear and appropriate, and (b) if necessary, propose a syllabus revision to im 
prove test results. The report -submission deadline is November 2. 

Update : The account ing instructors recommended revising the course syllabus (see Appendix 
N). Previously, the course out line provided 2 hours of instruction on departmental accounting 
and 2 hours of inst ruction on manufacturing accounting. The revised outline provides 3 hours on 
departmental accounting and 1 hour on manufactur ing accounting . 

. . . [Similar narrative for bachelor -degree students .] 

Medical Assisting Programs: CMA Certification 

Because the associate-degree and diploma programs in Medical Assisting at Central College are 
accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP), 
graduates of the college's Medica l Assisting programs are eligible to sit for the Certified Medical 
Assistant (CMA) exam. The college offers a CMA review course and pays the $125 application 
fee to sit for the exam. 

As its second method of document ing student learning outcomes for the MA programs, the 
campus uses CMA cert ification exam results, inasmuch as the CMA exam is an externally vali
dated measure of competence in the medical assisting field. The computerized exam comprises 
200 multip le-choice questions and is administered month ly at a Prometr ic Test Center. Students 
are allowed 160 minutes to complete the four -part exam. Unofficia l pass/fail results are availa
ble immediately, with official results mailed later. The passing score is 70 percent or higher. The 
campus (and potent ial employers) can access the Amer ican Association of Medical Assistants 
Web site (http://www.aama -nt l.org/employers/ver ify .aspx) to verify CMA cert ificat ion of gradu
ates. 

Baseline rates . The campus analyzes data from the most recent two years of results, with the baseline rates be
ing that (a) at least 75 percent of the MA graduates take the exam within three months of grad-
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uation, and (b} at least 75 percent of those tak ing the exam pass it on their first attempt. The 
most recent results are presented in Table 14. 

sum mary of data Table 14. CMA EXAM RESULTS 
collected. 

Factor 2012 2011 

Number of MA grads 82 86 

Number t aking the exam 74 68 

Percentage taking the exam 90% 79% 

Number passing the exam 69 61 

Percentage passing the exam 93% 90% 

Analysi s of data Both goals were met . In 2012, 90 percent of the Medical Assisting graduates took the CMA ex-
collected. am, and of those, 93 percent passed the exam. The only significant difference between the 2010 

and 2012 data is that 11 percent more of the graduates took the exam this year than last year. 
Thus, the program is meeting its goals and no fu rther action is required . 
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Business Administration Programs: Capstone Courses 

Similar discussion of: 
1. The type of data used to document student learning outcomes for Business Administration 

majors 
2. The rationale for using this type of data 
3. The method of collecting the data 
4. Baseline data 
5. A summary and analysis of data collected 
6. A discussion of how the data are being used to improve the educational processes 

GRADUATION RATES 

As required by ACICS, Central College tracks the percentage of students who complete the ir 
program of study in the amount of time identified in the catalog. The data is extracted from 
CampusVue. The college has set a baseline rate of at least 60 percent of the graduates of each 
program finishing on t ime. The college experienced the rates of on-time graduation for 2012 
shown in Table 15. 
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Table 15. ON-TIME GRADUATION RATES 

No. of Program Length On-Time 

Credential Graduates in Months Graduation % 

Business Administration-Bachelor's Degree 12 48 83 

Medical Assisting-Associate's Degree 61 24 78 

Information Technology-Bachelor's Degree 3 48 76 

Business Administration - Associate's Degree 22 24 75 

Medical Assisting-D iploma 102 15 63 

Accounting-Associate's Degree 10 24 61 
Paralegal-Diploma 4 15 61 

Accounting- Bachelor's Degree 7 48 60 

Accounting- Diploma 11 15 58 

Paralegal-Associ ate's Degree 0 24 NA 

Total 232 -- 69 

Overall, the college achieved its baseline goal, with 69 percent of our graduates completing their 
program on time . However, the Accounting diploma graduates achieved only a 58 percent on 
time completion rate . 

On-Time Graduation Action Plan 

As noted under the Retention Action plan, all sections of Accounting I will be taugh t by an expe
rienced ful l-time accounting instructor with substantia l industry experience. It is expected that 
the teaching and industry experiences this instructor will bring to the class wil l help student 
achievement for students enro lled in th is program. 

Additionally, the business program chair has been charged with instituting five additiona l sched
uled tutoring hours each week, and any student in any accounting course whose current class 
average is 73 percent or lower will be encouraged personally and by campus e-mail to seek help 
from these faculty tutors. 

Update : The business program chair has set up the following additional tutoring hours, with an 
experienced accounting instructor available for assistance: 

Monday: 
Tuesday: 
Wednesday: 

2:30-4:00 p.m. 
8:00-10:00 a.m. 
4:30 -6:00 p.m. 

Room 103 
Room 213 

Library 

These hours were announced in each accounting class and were also communicated to all Cen
tral College students, inasmuch as students in other majors also enrol l in accounting courses. In 
addit ion, the tutoring hours are included in each accounting course syllabus. 

DISTANCE EDUCATION 

Central College offers all of its general education courses on line to provide students with an a 1-
ternative, convenient mode to complete these requirements. General education courses may be 
completed comp letely on-ground at the campus, completely on line on the Internet, or partial ly 
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on-ground and partia lly online (hybr id courses), at the d iscretion of the institution. Course ob 
ject ives, content, and assessment are typically the same, regardless of the mode of del ivery. In 
January 2012, Central also began offer ing the ent ire associate's degree in Business Administra 
tion online. As the col lege gains more experience with offering entire curriculums online, it is 
expected to expand the on line offe rings. 

In addition to having access to all campus administrative resources (includ ing the libra ry's fu ll
text online databases), online students have 24-hour Help Desk assistance to resolve any con
nection or techno logical issues. The college uses the ANGEL Web- learning management system 
that enables educators to manage course materials and to communicate with students. With 
ANGEL, students can take surveys, quizzes, and tests ; send and receive course mail; post mes
sages to threaded discussions and chat rooms; and upload assignments using on line drop boxes. 
They can check their progress and grades at any time during a course and can create groups and 
teams for project or committee wo rk. 

Prior to taking their first online course, students must complete a three -hour noncredit online 
workshop that measures their motivat ion, discusses the t ime needed for onl ine learning, intro 
duces them to ANGEL, discusses successful strateg ies for success online, and describes the 
hardware and software students are required to have available at home . 

IMPLEMENTING, MONITORING, AND 

EVALUATING THE CEP 

The Campus Effectiveness Plan (CEP) Committee comprises the campus director (who chairs the 
committee), director of education, director of financial aid, director of admissions, and director 
of career services. The team meets at least twice a year (in May and Novembe r) and more often 
when needed. The minutes of the last two CEP committee meetings (see Append ix A) document 
that specific activ ities listed in the plan are being carried out and that period ic progress reports 
are comp leted. As noted in the meeting minutes, plans and goals are adjusted when necessary. 
The November CEP meeting is purposely scheduled following the campus submission of its CAR 
and is also used to initia lly plan the fol low ing year's CEP. 

SUMMARY AND CONCLUSIONS 

In addition to the college's long-term Strategic Plan, the following eleven short -te rm steps are 
being imp lemented specifical ly based on the data analyzed in this report. Table 16 w ill be re
vised dur ing the year as further goals are met. 



A recap of all Lhe 
individual plans 
discussed in the 

CEP. 
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Table 16. SUMMARY OF SHORT-TERM IMPROVEMENT PLANS 

Person 
Charge Responsible Status/Reporting Date 

1. Require all Accounting I to be taught by an experi- Business de- Implemented, effective Spring 
enced full-time accounting instructor with substant ial partment Quarter 2013. 
industry experience. chair 

2. Require all paralegal classes to schedule at least two Paralegal Implemented effect ive Spring Quar-
guest speakers or field trips directly relevant to the department ter 2013. Three paralegal courses 
paralegal profession. chair were offered th at quarter, and a 

total five guest speakers and two 
field tr ips were scheduled. 

3. Develop a placement action plan to improve place- Business de- November 2 CEP Committee meet-
men! in all Business Administration and Accounting partment ing 
programs. chair 

4. Attend each monthly meeting of the local Chamber of Career ser- The career services department 
Commerce. If she is unable to attend a meeting, a vices director chair attende d the monthly meet-
member of her staff will attend . The objective is to ings in January and plans to atten d 
network more closely with potential employers. each mont hly meet ing. 

5. Hire a new qualified f inancial aid director. President Mr. Harold Fleming was hired and 
began work ing on Apr il 5, 2013. 

6. Implement a new process for gathering employer- Career ser- November 2 CEP Committee meet-
satisfact ion data. vices director ing 

7. Determ ine why Business Administration majors in Business de- November 2 CEP Committee meet-
the associate degree program increased their GPA partment ing 
mean by .35 points. chair 

8. Determine why students maJorong in Inform ation CIS depart - November 2 CEP Committee meet-
Technology decreased their GPA mean by .21 points. ment chair ing 
Suggest possible solutions. 

9. Determ ine why there was a 1.46-point diff erence in Academic November 2 CEP Committee meet-
the 2012 GPAs of Medical Assist ing diploma students dean ing 
and Paralegal diploma students. 

10. Revise the Accounting Ill course syllabus to provide Accounting Course revised and will be used for 
more instruction in departmental account ing instr uctors t he fi rst t ime in the Fall 2013 quar-

ter . 

11. Increase the number of tutoring hours available to Business pro- Implemented at midterm of the 
accounting students gram chair Winter 2013 quarter. 

In summary, Central College uses its CEP as the pr imary short-term planning document to guide 
all aspects of campus operat ions. As items in the long-range Strategic Plan near imp lementation, 
they are incorporated into the CEP, thus promoting continuous improvement fo r the col lege. 



May 6, 2011 

Mr. Angel Hernandez 
Campus Director 
ABC Institute of Business & Medical Careers 
Billings, MT 

Dear Mr. Hernandez 

I look forward to chairing the evaluation team visit for the Accrediting Council for Independent Colleges and 
Schools (ACICS) that is scheduled for May 18-19, 2011. We plan to arrive on Wednesday morning at 
approximately 9:00 a.m. 

The major portion of the visit will be devoted to the clarification and verification of the information provided in 
your self-study and reports to the Council. This will be accomplished through meetings with you; reviewing 
records; and interviews with staff, faculty, and students. 

Upon arrival on Wednesday morning, the team would like to tour the complete facility including aJl classrooms, 
labs, and offices . During the tour, please indicate where files are located that contain the records we will be 
reviewing. Also, kindly introduce the team members to your key personne l (e.g., departm ent chairpersons and 
directors of admissions, financial aid, education, placement, and counseling). Before our an-ival, all staff, faculty, 
and students should be advised of the purpose of our visit and that they may be asked to meet with us. 

Followin g our tour, we would like to meet briefly with you to review the purpose of our visit and our schedule of 
activities. During that time, kindly provide us with an overview of the institution 's history, mission, programs, and 
any items that may have changed since the completion of the self-study and Update Report. 

It is essent ial that the team be provided with a private workroom that will be available throughout the visit. In 
addition to the items that are listed in the material that you have already received from the Council, it would be 
helpful to have the following items in the evaluation team's workroom : some perso nal comput ers (preferab ly 
with Microsoft Word software) and printer, stapler, typical office supplies, and a supply of coffee, tea, and soda. 
Althou gh it is not essential , an additiona l private room for interviewing faculty and students would also be 
desirab le. 

750 First Street. NE. Suite 980 e washington. DC 20002-4223 • t - 202.336.6780 • f - 202.842.2593 ewww .acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 
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The team also will need to use a photocopier and telephone, but they do not need to be located in the team's 
private workroom. On Thursday afternoon, the team will conduct a brief exit interview with you and 
whomever else you wish to be present. The exit interview is designed to provide you with a brief summary of 
the major findings that will be included in our report to the Council. I look forward to the visit and will 
personally follow up this Monday morning by telephone. 

Please update the current enrollment for offered programs on the attached form. complete the 2011 & 2010 CAR 
data, and return as an e-mail attachment directly to me by Monday , May 16, 2011. 

Thank you. 

Sincerely, 

Edgar Krissler, Evaluation Team Chair 

c: Evaluation Team Members 



EVALUATION VISIT MEETING ROOM MATERIALS 
Initial , Reevaluation, and Branch Inclusion Visit 

Institutions are requested to place the followin g materials in the room provided to the evaluation team while at the 
institUI ion. 

I. Current Information 
a. Class schedule including course names, numbers, titles, room numbers, class times , names of 

instructors, and student enrollment by class period; 
b. Student enrollment on day(s) of visit by program and by day and evening divisions; 
c . Floor plan of facility; 
d. Staff roster and organization chart; 
e. Course syllabi for all courses; 
f. All admissions tests with answer key and test cut-off scores for each program; 
g. If ability-to-benefit students are admitted, complete documentation evidencing the relationship 

between admissions test cut-off scores and successful academic or employment outcomes , as 
well as the contract for the independent test admini strator; 

h. A copy of the most recently completed Annual Institutional Report and the prior year's ACICS 
Annual Institutional Repor t along with the complete back-up documentation. Th is must include 
information to support enroll ment, graduate, and withdrawal numbers and place ment 
information such as student name, program of study, graduation date, job title, employer name, 
and employer telephone number; 

1. Institutional Effectiveness Plan; 
j. Board of directors and administrative staff meeting minutes; 
k. Faculty meeting minutes; 
I. Docume ntation of in-service training sessions held and the schedule for upcoming sessions; and 

m. A copy of the Certificate of Attendance at an ACICS Accred itation Workshop for the chief on
site administrator or self-study coordinator. 

2. Official Documents 
a. 
b. 

C. 

d. 
e. 
f. 

g. 

h. 

I. 

j . 

3. Files 
a. 
b. 

Corporate Charter 
Articles of Incorporation, and Certificate of Incorporation or other appropriate documentation 
of legal structure and ownership of the institution and a chart outlining the ownership structure 
Certificate of good standing; relative to an institution ' s corporate statute and/or legal identity; 
State license and authorization to award degrees (if applicable); 
Most recent state and VA compliance reports; 
Documentation that the facilities are in compliance with local, state , and federal laws governing 
fue , safety, and sanitation; 
Documentation that the institution is in compliance with copyright laws for instr.uctional 
materials utilized; 
U.S. Department of Education Program Participation Agreement and Eligibility and 
Certification Approval Report (if applicab le); 

Reports from most recent reviews by agencies such as the U.S. Departm ent of Education , 
Inspector General, and guarantee agency, as well as the institution ' s student financial aid 
complia nce audit ; and 
Third-par ty contracts with other educat ional institut ions or contracts such as JTPA. 

Administrative staff personnel files that include updated ACICS data sheets; and 
Faculty personnel files that include updated ACICS data sheets, copies of administrative and 
student evaluatio ns, and faculty development plans with documentation of their 
implementation. 
NOTE: Student files will be selected randomly for review by team members. 

4. Inventories 
a. Resource and reference materia ls; and 
b. Instructional equipment for all programs. 



5. Publications 
a. Most recent ACICS self-study; 
b. All current advertising and promotional literature, including scripts and tapes of radio and 

television ads; 
c. Student, faculty, and staff handbooks (if app licab le); and 
d. Current catalog with all addenda. 



Hello from Minne sota, Mr.Anderson. 

Thanks for sending along the material s for the team to review prior to our arriving on campus to 
work with you, your student s, and your faculty and staff colleagues on Wed, Sept 26. I'll check 
with team members to be sure they've all received the materials OK. 

I'd like to connect with you for a phone visit of 30 minutes or so prior to the visit to talk about 
the topics I've briefly identified on the first Word file attached. So, I'm wondering if you could 
give me a couple time frames or specific times when you'd be available and willing to talk during 
the next couple days before the weekend. I'm pretty sure I can be availab le anytime after about 
11 am here (CDT) - 9 am your time therein Phoenix - either Thurs or Fri . Also, please let me 
know if you'd like me to call you at the 602.328.3608 school number included in the Visit Memo 
or at some other number. Once I hear back from you, I'll reply confirming a time to connect. 

In addition to the file with the list of topics, I've attached a second Word file with two tables or 
template s designed to summarize data and information about the program s you offer at your 
Bryman campus. The top table actually becomes Page 2 of the final visit report. As you'll see, 
I've completed as much of the report as I could from the materials I've received. You should 
check over the info/data I've entered and make any corrections ... and then enter for each 
program the contact hour data as well as the retention and placement rates reported on the 20 10 
and 20 11 Annual Report s, or NA or NG as described in the Notes. You should also make any 
corrections needed in what I've already entered so it is accurate. 

For the second table/template , please enter the month/year each of the programs "started" (not 
when it was "approv ed") and then the number of graduates reported on your 20 11 and 2012 
CARs. Having the data and info from these two tables prior to the visit is helpful and informative 
to the speciali sts reviewing the programs. 

If possible, I'd like you to complete and return the document with the two tables by the end of the 
business day on Thursday (9/20) so I can complete the tables for the team previsit meeting on 
Sunday before we start the visit on Sunday. Thanks. 

I look forward to hearing from you, connecting for a phone chat, and then meeting and working 
with you during our time at your campus . 

Tom Duff 
ACICS Visit Team Chair 
218.349 .5986 



Hello from Minnesota, Mr. Rocha. 

I suspect you'll be sending the materials for the team's pre-visit review later today or somet ime 
soon. 

If you get this before sending the documents, I'll try to clarify the somewhat unclear statement(s) 
about "what" to send. You should be sure to send the updated enrollment report, catalog, and 
self-study narrative, as well as the following materials: 
--A copy of the current class schedule for the week we will be on campus (not just the 2 days of 
the visit) 
--A copy of the updated Admin Staff and Faculty Summary Forms--i.e., listing current personnel 
--A copy of the updated CEP including the most recent data for tables, reports, etc. 
--i.e., the most recent revision--A document identifying and describing what you consider to be 
"significant changes" since you subm itted your application for the visit 

Additiona lly, I'd like to connect with you for a phone visit of 30 minutes or so prior to the visit to 
talk about the topics I've briefly identified in the first Word file attached. So, I'm wondering if 
you could give me a couple time frames or specific times when you'd be available and willing to 
talk tomorrow (Tues) or Wed. 

Since I'm cmTently doing another visit both of those days, I'll have to see if I can spring myself 
for any of the times you might be ava ilable--and I'm doing the visit in Arizona, which is 2 hours 
behind your CDT. Once I see when you're available, I'll have to check things out here and then 
send you back a reply confirming a time. (BTW, should I call the school number--
205.909.1500--or do you prefer I call you at another number?) 

I look forward to hearing back from you, connecting to chat , and then meeting and working with 
you and your Brown Mackie colleagues in Birmingham next week. 

Tom Duff 
ACICS Visit Team Chair 
218.349.5986 



Following is a list of topics/areas I'd like to visit about when we connect for a pre-visit call. 
Please feel free to add things to the list and bring them up when we talk. Thanks. 

1. Any students from the campus currently enrolled in any online courses? If yes, will need more info 

2. Any students currently registered for independent/directed study? How many independen t study cases 
in 2012? Will need to see some files. 

3. Also files with info documenting the rationale for granting transfer credit , credit for "previous 
experie nce," credit "by examination" or "advanced placement," etc. How many for 2012? 

4. For any programs with required extemship/ intemsh ips we'll need info for current term for each 
program. You probably have a document with this info. 
--Header= #/ti tle (e.g. MA285 , XR297 , etc) and name of instructor/coordinator 
--then list each student followed by site info (name&address of site, name&phone # of site supervisr) 
--team's specialists will probably want to visit a site for each program sometime first day of visit 

5. Not included on ACICS list of documents to be in team work room but will need documentation for 
--campus/prog advisory committee/board meetings; i.e., agendas, minutes, listing of attendees, etc. 
--use of community resources for all programs; i.e. guest speakers, field trips, career fairs , etc 

(e.g; date, names of speakers/places visited, sign-in sheet for students participatin g, rationale, etc) 

6. Is CEP you' 11 send the "most recent" - i.e., for/covering the term of the visit? 
--l f not, will need to send most recent to Tom Duff (tduff@d .umn.edu) 

7. Need info on cun-ent fiscal year 's non-personnel library budget 
--total budget, amount spent to date, amount spent to date for general categories such as books, 

periodica ls, online access, etc. 

8. Need data identifying the number of "2nd year"st udents for the associate degree programs 
--just the "number" -- based on your definition of 2nd year, maybe 30+ credits? or whatever 
Need same as for "3rd & 4 th year" students for bachelor's progs, you decide what 's "3rd & 4th year" 

9. Will ask you to prepare a folder to be in the team room for each team member that includes: 
--hard copy of catalog and any addenda, supplements, etc. 
--organization chart for the campus 
--a listing of names on org chart with room# of office and phone number for each person 
--a list of the names of individua ls assigned direct administrative oversight for each program 
--sheet from your IT guru identifying steps for team to access internet from workroom 
--anything else you feel would help team members 

10. Schedule a time (30-45 minutes) for a general faculty meeting on fir st day of visit 
--you and instructors decide the best time; i.e., time that will get the "most" instructors to attend 
--try to get some instructors from all "periods" (i.e.; Day & Evening) 

11. Talk about team workroom set up - will need a relatively large space 
--work space for 10 team members, internet access, power strips, etc. 
--at least two computer work stations - computer with Word and each connected to a printer 

12. Talk about opening session when we arrive at about 9 am on the first day 



CREDENTIAL ACICS 

EARNED CREDEN-
(from the TIAL 
institution) LEVEL 
Assoc of Applied Sci Acad Assoc 

Assoc of Applied Sci Acad Assoc 

Assoc of Appl ied Sci Acad Assoc 

Assoc of Appl ied Sci Acad Assoc 

Assoc of Appl ied Sci Acad Assoc 

Assoc of Applied Sci Acad Assoc 

Assoc of Appl ied Sci Acad Assoc 

Assoc of Applied Sci Acad Assoc 

Assoc of Applied Sci Acad Assoc 

Assoc of Applied Sci Acad Assoc 

Assoc of Appl ied Sci Acad Assoc 

Assoc of Applied Sci Acad Assoc 

Assoc of Applied Sci Acad Assoc 

Assoc of Appl ied Sci Acad Assoc 

Bachelor of Science Bachelor' s 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor 's 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor's 

Bachelor of Science Bachelor' s 

PROGRAMS OFFERED BY 
ITT TECHNICAL INSTITUTE 

BESSEMER , ALABAMA 

Contact Qtr. 
APPROV ED PROGRAM TITLE Hrs. Crs. 
Business Management 90 

Computer Drafting & Design 96 

Computer & Electrionics 96 
Engineering Technology 
Criminal Just ice 96 

Crimino logy and Forensic Tech 90 

Drafting and Design Technology 90 

Electrica l Engineering Technology 90 

Graphic Communications Design 90 

Info Tech-Comp Network Systems 90 

Network Systems Administration 90 

Nursing 104 

Paralegal 96 

Software Developmen t Technology 90 

Visual Commun ications 96 

Criminal Just ice 180 

Digital Entertainment and 180 
Game Design 
Electrical Enginee ring and 180 
Communications Technology 
Info Systems and Cybersecurity 180 

Information Systems Security 180 

Projec t Management 180 

Project Management and Admin 180 

Software Application s Development 180 

Busine ss Management* * 180 

Electronics & Comm unications Tech** 180 

Software Engineering Technology** 180 

Enroll-
ment 
FT/PT 
10 / 8 

9 / 8 

28 / 9 

28 / 7 

25 / 9 

30 / 6 

29 / 12 

23 / 6 

31/7 

39 /27 

3 / 20 

6 / 5 

9 / 4 

11 /7 

20 / 3 

2 / 2 

3 / 5 

ll / l 

9 I 1 

2 / 8 

33 / I 

2 / 2 

0 

0 

0 

TOT AL ENROLLME NT= 521 

*Program(s) is/are programmatically accredited by) 
**Will need info on plans for these programs - start on a date , on hold, etc. 
NA = No enrollment in program during this CAR period 
NG = No graduates from program during this CAR period 
Bold= Retention rates below 62% and placement rates below 58% for 2011 CAR column 

= Retention rates below % and placement rates below % for 2012 CAR column 

CAR 
Retention & Placement 

2011 2012 

Ret. Pia. Ret. Pia. 



Credential 

AAS 
AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

AAS 

BS 

BS 

BS 

BS 

BS 

BS 

BS 

BS 

START DATES AND NUMBER OF GRADUAT ES 

FOR PROGRAMS OFFERE D BY 
BROWN MACKIE COLLEGE 
BIRMINGHAM, ALABAMA 

Start Date 
Program Title (Month/Year) * 

Business Manageme nt 

Computer Draftin g & Design 

Computer & Electrionics 
Engineer ing Technology 
Crim inal Justice 

Crimino logy and Forensic Tech 

Drafting and Design Technology 

Electrical Engineering Technology 

Graph ic Communicat ions Design 

Info Tech- Comp Network Systems 

Network Systems Administrat ion 

Nursing 

Paralegal 

Software Development Technology 

Visual Communications 

Criminal Justice 

Digital Entertainment and 
Game Design 
Electrical Engineering and 
Comm unications Technology 
Info Systems and Cybersecurity 

Inform ation Systems Security 

Project Management 

Project Manageme nt and Admin 

Software Applications Development 

Number of 
Graduates 

2011 2012 
CAR CAR** 

*Month/Year the first students started taking classes for each program at Brown Mackie Birmingham 
NG = No graduates from program during this CAR period. 



Summary notes from phone call- (Date) 

1. Discussed completion of tables/templates providing data for each program, "Pg2&Other.Prog.Data. " 
2. No students from the campus currently enrolled in any online courses. 
3. No students registered for independent/directed study during current term. 

--Maybel0-12 students did independent study in 2012- will have these student files in the room. 
4. Will also have sample of student files with info documenting the rationale for granting transfer credit, 

credit for "previous experience," credi t "by examination" or "advanced placement," during 2012. 
5. Will have documents with info for students currently complet ing required extern/internsh ip 

component this term for each program. Can use anything already prepared so long as it includes: 
--Header= #/title (e.g. MA285 , XR297, etc) and name of instructor/coordinator 
--then list each student followed by site info (name&address of site, name&phone # of site supervisr) 
--team's specialists will probably want to visit a site for each program sometime first day of visit 

6. Will pull together all PAC info in a binder, tab by program - will do same for comm. resources 
7. Erick will check to be sure the CEP sent is the "most recent," i.e., latest revision that has data most 

recent data. If not, will need to send most recent to Tom Duff (tduff@d.umn.edu) 
8. Will have info on current fiscal year's non-personnel library budget in the team work room 

--total budget, amount spent to date, amount spent to date for general categories such as books, 
periodicals, online access, etc. 

9. Will have sheet showing the number of "2nd year"students for each of the 6 associate degree programs 
--just the "number" -- based on your definit ion of 2nd year, maybe 30+ credits? or whatever 
--include in the folder/binder prepared for each team member 

10. Will pull together a folder/binder for each team member that includes: 
--hard copy of catalog and any addenda, supplements, etc . 
--organization chart for the campus 

(on org chart or a separate listing provide room # of office and phone number for each person) 
--a list of the names of individuals assigned as team leaders to overesee each program 

( i.e., Dental,Med Asst,Med Billing and Coding,Pharm Tech,Tech in Radiology, Surg Techt) 
--sheet from your IT guru identifying steps for team to use to access internet from workroom 
--anything else you feel would help team members 

10. Will work with director of education and instructors to determine a time (30-45 minutes) for a 
general faculty meeting on first day of visit - tentatively set for 1:00 pm on Wed 
--you and instructors decide the best time; i.e., time that will get the "most" instructors to attend 
--try to get some instructors from all "periods" (i.e.; Day & Evening) 
--looks like several eve instructors also teach in day . .. may schedule to meet at end of day session? 

11. Talked about team workroom set up 
--will need a good sized room to get reasonable work space for 10 team members 
--each team member is likely to have her/his own laptop/netwook 
--need WiFi or hardwire access to the internet , be sure there are, sufficient power strips, etc. 
--need to have at least one computer work station set up and one printer connected to the computer 

--- computer must have Word and be connected to the printer 
-- supplies: writing tablets; post-it pads; pens, pencil s, highligh ters; paper clips, stapler & staples, etc. 
--beverages like coffee, water, soda (mostly diet these days) , any snacks, etc you wish 

12. Start with "opening session" when team arrives at about 9 am on the first day- Wed 9/26 
--team introduction s -- then -- school members introductions 
--discuss general purposes and procedures of visit 
--take team on a "quick" tour of facility- no stopping to talk to anyone, just want to get a sense 

for where things are (NOTE: Since team is large ( 10) may want to split into 2 groups of 5 ?) 



Hi "Whoeve r" 

As indicated in the previous email, since we haven't met, I'm sending this to share the following 
background info about me .... and I hope you'll share something simi lar with me when it's convenient for 
you to do so in the next week . I've found it helpful in the past to do this -- becau se having a little info 
about you will help me in planning things generally for the visit. 

So, FYI, following is info about my background that is simjlar to what we usually share with other team 
members at the pre-visit meeting the night before the star t of a visit and then with school personnel at our 
opening meet ing: 

Academic Background 
B.S. in Business Education, Winona State University (Minnesota) 
M.A. in Instructional Development (Voe Ed and Economic Ed) from Uof Minne sota Minneapoli s 
Ph.D. in Education with Management and Ed Psychology Collateral Fields, U of M Minneapol is 

Work Experience 
12 years as high school business teacher in Minnesota 
28 years of employment at the University of Minne sota Duluth (retired in 2003) 
--about 8 years as business teacher education professor 
--then 20 years in the business school as professor, dept head, MBA directo r, assoc iate dean, 

and acting dean 

ACICS Expe rience 
Evaluator since 1986--pr imarily as chai r, but also business program anded activ ities evaluator 
--have done over 180 visits, most recent visits done last cycle (summer 2012) 
Two 3-year appointments as public member of Accreditin g Counc il, the last year as Chair 
Also have done Intermediate Review Comm ittee (IRC) JO+ times 

So, I'd apprec iate receiving a reply with someth ing simi lar from you. No need to be lengthy, ju st a brief 
summary for each of the three areas will be helpful. We'll excha nge more info while working together, 
I'm sure. Let me know if you have any questions about this. 

As noted previously, I'll be sending another email commu nicatio n to the whole team sometime early next 
week with additional info. 

I look forward to meeting and working with you shortly. 

Tom Duff 
218.349.5986. 



Hello from Minn esota! 

Thanks much for your willingness to share your time and expertise while we conduct the visit to the 
Anamarc College East Campus in El Paso, Mon & Tues, Sept 17 & 18. Everyone at the campus and 
ACICS appreciate s your cont ribution to this important part of the accreditation process. 

A special thanks to Melonie (coordinator ) for pulling the team together, taking care of the logistics for the 
visit, and communicating all the info to us in such a timely way. (if it's "timely" - which isn't always the 
case??) 

At this point it's important that you please take a minute ASAP to zip back an email reply to me 
and Melonie confirming that you've received the Visit Memo from her and planning to come to El 
Paso to do the visit on Sept 17 & 18. Also, If you have questions abo ut reviewing the area(s) and 
prepar ing the report for the section (s) identified in the visit memo Melonie sent, please let us know that in 
your email reply. 

In addition to Melonie, I know and have worked with Melba before. However, Tenishia, Titi , and 
Shannon, I don't "thi nk" I've worked with you previously; but notice I' ve hedged that with a "think " cuz 
I'v e done lots of visits the past few years ... and senility is setti ng in . I' 11 probably send a quick email to 
the three of you briefly sharing some of my background info and requesting you rec iproc ate in a brief 
reply . 

.I'll be communicat ing with all of you again with more spec ific info about thing s prior to the visit dates . 
I' 11 try to wait to do that until after we rece ive the materia ls from the schoo l and I've had a chance to have 
a phone chat with the campus CEO. You should get my next ema il somet ime during the week before the 
star t of the visit, but it always depends on how thin gs roll out that week before the visit. 

There are a coup le of things that may be helpful for you to know in case I don't get a com muni cat ion out 
until a few days after we get the school materi als. First, I'll be sure there is a hardcopy of the current 
school catalog ava ilable for eac h of us in the team workroo m onsite when we arr ive. I mention this so you 
can decide what, if anything, you want to print from the cata log fi le prior to the visit. Second, I'll be 
working with the school CEO to get the final report "page 2" program summary table as well as some 
other program data/info comp leted so I can get that to you prior to the visit, but it may not be ava ilable 
until our pre-vis it meeting . Thi s will provid e you with data such as the cun-ent enrollm ent numb ers, 
retentio n and placement rates for the past two years, and number of grad uates for the past two years for 
each program. 

(The.following is a "Du,ff" procedure; most chairs don't do this) 
I' 11 also be sending you the template(s) I want you to use to comp lete your report(s) during the visit. The 
revised temp lates (VER Sept 1, 2012) are ava ilable in the "Evaluator " sec tion on the ACICS website. You 
can certainly go there and download a template for your section(s) if you wish to look at it before I send 
what I want you to use . However, I'll be sending each of you temp lates "c ustomize d" to the leve l of 
visit/program we'll be doing - which should make things easier for yo u, and I "know" it will make it 
easier for me as I pull the various sections together for the final report after we leave campus. As I' ve 
told others, I apologize (just a bit though!) for being "anal" about this. Howeve r, I definite ly want you to 
use the temp late(s) I' II send you prior to the visit. 

OK, enoug h for now--pro bably "more than you wanted to know," in fact, right? As noted, I'll be back 
with another communication prior to our connec ting in El Pa so for the pre-visit meeting and the visit 
itself. I look forward to gett ing your reply confirmin g your participation in the visit. 



If you have any questions about anything included above or re lated to the visit generally that you think I 
can help with, please let me know via email or a call .... or check in with Melonie to get the "rea l scoop.". 

Tom Duff 
ACICS Visit Chair 
218.349.5986 



Hello from Minnesota! 

Thanks much for your willingness to share your time and expertise while we conduct the visit to the 
Anamarc College East Campus in El Paso, Mon & Tues, Sept 17 & 18. Everyone at the campus and 
ACICS appreciates your contribut ion to this important part of the accreditat ion process. 

A special thanks to Melonie for pull ing the team together, taking care of the logist ics for the visit, and 
communicating all the info to us in such a timely way. At this poin t it's important that you please take 
a minute ASAP to zip back an email reply to me and Melonie confirming that you've received the 
Visit Memo from her and planning to come to El Paso to do the visit on Sept 17 & 18. 

In addition to Melonie, I know and have worked with Melba before. However , Ten ishia, Titi , and 
Shannon, I don't "think" I' ve worked with you prev iously; but notice I've hedged that with a "think" cuz 
I' ve done lots of visits the past few yea rs . . . and seni lity is setti ng in. I' ll probably send a quick email to 
the three of you briefly sharing some of my background info and requesting you reciprocate in a brief 
reply . 

(note this one is for situat ions where visit memo is "later" so schoo l materia ls already received) 
Like the rest of you (/ hope!), I got the electro nic files with the materia ls for the visit from the school 
attached to the August 27 email from Pablo Fuente s. I was able to access the files OK, but confess I 
haven ' t spent a lot of time looking through them. I'll be contacting Mr. Fuentes early next week to talk 
abo ut and check on things. 

Based on the info Melonie rece ived from the schoo l and the Update Report attached to Mr . Fuentes'emai l, 
it appears the progra ms we'll be rev iewi ng are those listed on the attached Word file. (in this case I send 
the "page 2" template with as much info/data as poss ible) I' 11 have the school complete the rest of this 
form and have it ready to share with you either when I send you another communication or at our pre-visit 
team meet ing at the hotel. The CEP states that this East Campus started in July 2011. Thu s, there was no 
2011 CA R; and given ACICS has extended the deadl ine for submitt ing the 2012 CAR to November 1, I 
don ' t know whether there will be a 2012 CAR available or not. Melonie will need to check and give us 
the "real scoop" on th is; howeve r, if there is no 2012 CAR, we'll have no data for retention or placement 
for any of the programs - and thus , Melba, Titi , and Shannon would not need to make "placement calls" 
for the programs they are review ing. How ever, don ' t take that is a given just yet; we'll have to wait and 
see. 

In the meantime, based on the info we have at this time, Melonie and I have identified our individual 
assignments will be to review the areas/programs and complete the report Section report( s) as identified 
below. 

1,2,3 Mission, Organ , Admin - Duff 
4 Student Relations - Teni shia 
5 Ed Activities - Melba 
6 Facilit ies - Duff 
7 Publication s - Melonie 
8 Library - Melba 
9 Program Repo rt Sections 

--Bus Adrnin and Mgmt (academic assoc iate's degree) - Melba 
--Medical Ass istant "and" Med Billin g and Coding (both d iploma) - Shan non (one report) 
--Phlebotomy Tech "and" Vocational Nurse (both diploma) -Titi (one report) 



If you have questions about reviewing the area and preparing the report for the section(s) identified 
above, let me know ASAP. 

After I talk to Mr. Fuentes, I' l1 send another communicat ion, probably the end of next week or early the 
week of Sept 10. One thing for your info now, I'll be sure to get the school to have a hardcopy of the 
catalog for each of us in the team room onsite. I mention that cuz then you can decide what, if anything, 
you want to print from the catalog file prior to the visit. 

(again, a "Duff' procedure ; most chairs don't do this) 
' ll also be send ing you the template(s) I want you to use to complete your report(s) during the visit. The 
revised templates (VER Sept 1, 2012) are available in the "Eva luator" section on the ACICS website . You 
can certainly go there and download a template for your section(s) if you wish to look at it before I send 
what I want you to use. However, I'll be sending each of you templates "customized" to the level of 
visit/progra m we' ll be doing - which should make things eas ier for you, and I "know" it will make it 
easier for me as I pull the various sections together for the final report after we leave campus. As I've 
told others, I apologize (just a bit though!) for being "anal" about this. However, I definite ly want you to 
use the template(s) I' 11 send you prior to the visit. 

OK, enough for now--probably "more than you wanted to know," in fact, right? As noted, I'll be back 
with another communication prior to our connec ting in El Paso for the pre-visit meeting and the visit 
itself. I look forward to getting your email reply confirmi ng your par ticipation in the visit. 

If you have any questions about anything included above or related to the visit genera]ly that you think I 
can help with, please let me know via email or a call .... or check in with Melonie to get the "real scoop.". 

Tom Duff 
ACICS Visit Chair 
218.349.5986 



ABC 
BILLINGS, MT 

ACICS PEER REVIEW 
PRE-VISIT MEETING AGENDA 

October 16, 2014------------------6:00 PM 

Introduction of each team member and team assignments academic/experiential background, 
ACICS experience. Purpose of this visit-Reevaluation. 
Review institution's application, Update Report, and TEAM ASSIGNMENTS: 

A. Dr. Al Morrow: Relations with Students 
B. Ms. Tanya Cummings: Educational Activities & Library Specialist 
C. Ms. Sandra Wright: Medical Assisting/Billing & Coding Specialist 
D. Mr. Jared Chrudimsky: Massage Specialist 
E. Dr. William McPherson: Administrative Assistant Specialist 
F. Ms. Kim Mears: Pharmacy Tech/Paralegal Specialist 
G Ms. Sarah Giannakopoulos: Publications & Liaison to ACICS office 

• ACICS Criteria and Procedures (version or latest version): 
• Make sure you have the latest version of the Templates- September 1, 2013 
• Utilize the Report Writing Guidelines 2013 
• All written responses must be stated in complete sentences 
• Recommendations will be relocated to the end of the report; they will not go to the 

Council, only to the institution. 
• Please observe that all areas of noncompliance ( any NO' s) must be reported to the chair 

and ACICS staff representative to be shared with the institution's campus director. The 
institution will be provided with reasonable time to respond to the team's concerns before 
it is classified as an area of noncompliance in the team report. 

• All extern visits and placement calls should be conducted during the first day of the visit. 
1. Please refer to Writing guidelines 2013 for (3 questions): How many calls were 

attempted? 
2. How many calls were successful? 
3. Of the successful calls, how many employers affirmed that the grad was 

employed? 
• Confirm "not available for placement" Continuing Ed & Health Related? 

If responses for questions 2 and 3 don't coincide, this is an area of noncompliance 

Questions or comments 



Day 1: OCTOBER 17, 2014 Agenda 
DEPARTURE FROM HOTEL TO CAMPUS AT 8:40AM 

1. Tour of the facilities 
2. Team meeting with the institution: introductions of both parties; brief comments of our 

role at the institution. 
3. Lunch menu before anyone leaves the team room. 
4. Individual responsibilities 
5. Faculty meeting at 12:00 PM 
6. Second team meeting at lunch time-12:30 PM--potential areas of noncompliance 
7. Continue with individual work; Chair and ACICS Staff will inform the institution of the 

areas of concern 
8. Third team meeting at approximately 4:00 PM Check status of work progress and 

potential areas of noncompliance 
9. Second faculty meeting at 5:00 PM 
IO.Between 5:00 PM and 5:30 P.M. the Chair and .the ACICS Staff will meet with the 

institution 
11.Evening Session: visit classroom speak with faculty and students 
12.Approximately 6:30 PM the team will depart from the institution to the restaurant. Team 

concerns will be discussed during dinner. Remind team about checking out and bringing 
luggage. 

Day 2: OCTOBER 18, 2014 Agenda 
DEPARTURE FROM HOTEL TO CAMPUS AT 8:30 A.M. 

1. Brief team meeting before the meeting with the institution 
2. REQUEST INFORMATION PENDING 
3. Lunch menu before you leave the team room. 
4. Individual responsibilities: WRITING THE REPORT-- Utilize Report Writing Guidelines 2013 and 

remember to write in complete sentences: "The student/teacher ratio is 12: 1." 
5. Remember the people you write about all have titles: Mr. Dr. Ms. Rev. Chef.. ... That's it. 
6. Remind new evaluators to check in the Box. 
7. DETERMINE THE TIME TO BEGIN THE READ THROUGH PROCESS 
8. Second Team meeting at lunch time: READ THROUGH or later 
9. Determine the time of the Exit Interview with the institution. 
10. First time evaluators--Expense reimbursement procedures via Concur- Sarah 
11. Everybody should evaluate everybody. Sarah is required to evaluate each of us. 
12. Exit Interview and depart from institution to airport or hotel 

13. Online follow-up evaluations for campus include fellow evaluators as question #6. 



Some general things to keep in mind as we do our visit: 

• The Council feels it is important for team members to be "out and about" while onsite --visiting classes; talking 
with students, faculty, and staff; and generally gatheri ng and reviewing information and activities. A criticism 
sometimes leveled at teams is that "they did the review and their report while sitting in the team workroom" ... 
rather than getting out to observe and talk with those involved in the operations of the institution. Obv iously, we 
don ' t want to have this criticism leveled at us. 

• Each of us needs to take the time and make the effort to include complete and accurate info/data (especially 
about areas of noncompliance) while preparing the report. I have a personal stake in this because I usually have 
no easy way to check on the spelling of names, accuracy of numbers, etc. once I'm back home finishing up the 
report; and it's necessary to provide this accurate and complete info for the school to use in its reply and during 
Council review. 

• As noted in the spring 2011 "Eval uator" newslette r, the repo rt templates to be used starting with spring 2011 visits 
will require evaJuators to provide more narrative comments in some responses. Th e intent of this change is to 
include more substance to reports by providing more descriptive information about things for those reading the 
report following the visit, including the institution , Intermediate Review Committee (IRC) members, and Council 
members. Please keep in mind that naffative responses are to be written in full sentences and in a factual manner 
with as much detail as possible, while keeping in mind the need for clarity, conciseness, and brevity in general. 

• All eval uators are asked to rev iew the template (s) they will be using in advance of the start of a visit. By 
reviewing and study ing the template(s) prior to beginning to prepare them, evaluators should have a better 
understanding of the type of materiaJs to review, persons to interview, and questions to ask before and while on 
site to answer the questions involved. Evaluator s are encouraged to ask the coordinator and/or chair questions 
related to any part of the review process and comp letion of the templates. 

• Also, although each of us will be "responsible" for doing the review and preparing a report on findings related to 
one (or more) of the sections, the end product is a "team report." To accomplish that we' ll need to do a good job 
of communicating with and helping each other as much as possible during the visit and while finishing things at 
the end to ensure consistency, good cross referencing, etc. Thus, while you may have your repo rt section(s) 
finished and be ready to leave before others, please keep in mind that the "read through" at the end is an important 
time for the coord inator and chair. We will be listening to be sure things are accurate , consistent , and so one. 
Everyone needs to be patient and helpful or this becomes a frustratin g time for all. 



Dear ACICS Team Members: Tonya, Al , Bill, Jared, Georgia, Kim & Claudia: 

Just a note to let you know that I am looking forward to workin g with you on the ACICS re
evaluation visit at the ABC Institute of Business & Medical Careers, in Billings, Montana, 
schedu led for Monday - Tuesday, October 17-18, 2011. 

You sho uld receive a CD-rom or flash drive of the Self-Study, Update Report, and 
catalog between now and Friday, October 7, 2011. 

Claudia is doing great job , as usual, keeping us inform ed regarding the visit. 
We have scheduled the team meeting for 6:00 P.M. on Sunday evening in the hotel lobby . 

Upon receipt of the materials, I will forward you a copy of our introductory letter to Mr. Randall, 
camp us director. 

Here is the gweb site: 

http ://www . ibmc. ed u/Cheyenne W yarning. asp 

I look forward to seeing you again on Sunday evening, October 16; at the Springhill Suites in 
Cheyenne to be followed by dinner. 
Some of us will meet up with Claudia in Denver and then to Cheyenne. 

Please acknowledge your scheduled arrival times. 

Ed Krissler 

Georgia ...... Look forward to meeting you. 
Tanya ........ .I will keep you up to date ABC ... Like your new name ... Nikea? 
Bill.. ........... Congrat ulations again on Evaluator of the year.. .. 201 1 
AL. ............ Look forward to seeing you. (ABC advertises an 90% placement rate on web site?) 
Jared ......... Missed you last cycle . Really could use a massage? Joking. 
Kim ........... Check out ABC's FB page. Take a virtual tour of the Billings camp us. 
Claudia ........ SUPER TEAM ... Think we should nominate you for coordinator of the cycle. 



TheEvaluator 

Accrediting Council for Independent Colleges and Schools 
Volume VI Issue IV 

Fall 2013 

For Your Information ACCREDITATION OF INDIVIDUAL 
CAMPUSES 

Below are items to be published in the Septem
ber 20 13 Memorandum to the Field and which 
will be available on our Web site for your re
view. 

******************* 

INSTITUTIONAL PUBLICATIONS 
(Appendix C) 

The Council finalized modifying lan
guage to eliminate redundancy; to in
clude information on appropriate cata
log addenda and initial applicants and 
remove dated language. 
Reviewed by staff 

NONTRADITIONAL EDUCATION 
(Appendix H) 

The Council finalized mod(fying lan
guage in Appendix H to reflect current 
practices in distance education. 
Reviewed by the DE expert with con
tribution from the team chair (CEP) 
and Educational Activities (Faculty). 

GENERAL EDUCATION 
REQUIREMENTS 
(Section 3-3-302) 

The Council finalized modifying lan
guage in the Criteria to appropriately 
address education requirements for 
occupational associate 's degree pro
grams. 

Reviewed by the Educational Activi
ties expert. 

ACCREDITATION STAND
ARDS FOR INTERNATIONAL 

INSTITUTIONS 

The Council finalized language in 
several areas of the Criteria to ad
dress international institu tions that 
seek an accreditation status with 
AC/CS. 

§ Sec tions 2-1-403 & 3-1-515 : 
Specialized Accreditation 

§ Section 3-1-54 l: Faculty Preparation 

§ Sect ion 3- 1-421 & Appendix D: 
Standards of Satisfactory Progress 

§ Sections 3-4-400, 3-5-400, 3-6-700, 
and 3-7-700: Library, Instructional 
Reso urces , and T echno logy 

Only for review of international in
stitutions. 

The Council finalized language in the Cri
teria to introduce flexibility into the ac
creditation process. These changes will 
allow the Council to award grants of dif: 
ferent lengths to a main campus and to its 
additional locations . Visits to the campus
es of a large multi-campus institution will 
be scheduled prior to the end of their 
grants . However, not all the visits may be 
in the same cycle. The structure of the 
grant process described in the Criteria, 
including the maximum length of grants, 
will remain the same as it is in current 
practice. 

Evaluators are responsible for staying 
current and abreast with the changes in 
Criteria. 

Please review the most current Memo
randum to the Field on the web site: 
Home > Council Actions > Memorandum to 
the Field 

Particip ation in the free A WARE Webi
nars is also highly recommended. 

Message from the Evaluator Manager 

Hello Everyone! 

I trust your summer was well-spent
working hard, playing hard, and enjoying 
life along the way. 

We have started the last cycle of the year 
and as always, there is a lot to do and a lot 
to learn. 

ACICS has responded to the concerns of 
many evaluators who would love to partic
ipate in visits but unable to manage the 
high initia l cost of airfare. Use of the Con
cur system is required and the training 

information is included in this newsletter 
for your info1mation. Add itional reminders 
on visit procedures need to be reiterated as 
a result of the assessment and feedback 
from the field. 

The evaluator poo l now exceeds 1500 eval
uators and we must all work together to 
ensure quality in the seiv ice to the Accredi
tation process. 

Thank you, as always, for your dedicated 
seivice to ACJCS! 



Report Templates and Writing Guide

lines 

New report templates for the full team report (Additional Location 
Inclusion, Initial Grant, and New Grant) that reflect the new changes 
in the Accreditation Criteria and the addition of appropriate ques
tions, have been uploaded to the Report Templates page on the 
ACICS Web site. Evaluators are responsible for downloading this 
version prior to each team visit to ensure that the current report is 
being used for the evaluation. 
Significant changes have been made to the following templates: 

• Section 7-Publications 
• Section I 0-Distance Education 
• Section 12-ESL Program Review* 

*The ESL template is new and will be piloted this cycle to determine 
what additional changes need to be made. 

The Report Writing and Editing Guidelines 2013, along with other 
materials, can be found on the Report Templates web page and evalu
ators are expected to follow them. Consistent non-compliance with 
the writ ing expectations may result in visit assign ment re
strictions or other action. 

New Travel Team Member-Russie Allen 

I am extreme ly exci ted to be one of 
the newest members on the AC ICS 
travel team as an accred itation coor 
dinator! 

I hav e worked for quite a few 
schoo ls that are accredited by 
ACICS . During that time, I ex 
pressed interest in be ing behind the 
scenes and wanting to know more 
about accreditation and the process 
of becoming accred ited as I have 
always known the importance of it. 

I was able to eve ntually trans ition into accreditat ion over time! 

I have had the pleasure of working with some awesome eva lu
ators during my observation visit with my manager and I look 
forward to meeting and working with more of you - whom I 
know I will be able to learn a lot from. 

Evaluator Recruitment-Your Contin-

We continue to solicit evaluators reaching out to colleagues in their 
professional associations, organizations, and networks to encourage 
participation in the ACICS evaluator process. Share my email address, 
pwgilliam@acics.org, and I will gladly follow up. We have an urgent 
need in the following areas: 

Wind Turbine Technician 
Computer Techn ician 

Solar/W ind/Renewab le Energy Tech 
Environmental Techn ology 

HV AC/E lectrician 

Machine Tool Technology /Machinist 

Animal and Equine Science 

Electrocardiograp h Technician 

Medica l Laboratory Technician 

Divinity/Bib lical Studie s 

Golf Complex Operat ions/Management 

Nursing E<lucation 
Electrocardiograph Technology 

Occupat ional Therapy Assistant 

Physical Therapy Assistan t 

Cardiovascu lar Sonography 

Respiratory Therapy 

Dental Assisting/Hygiene 

Anesthesia Techno logy 

Geronto logy Assistant 
Dialysis Techno logy 
Building/Property Maintenance and 
Management 
Health and Fitness Speciali st 

Funeral Serv ice and Mortuary Sci
ence 

If you are not currently approved to evaluate any of the above areas 
but believe you have the required academic and experiential qualifica
tions, please forward an updated resume with a note to evaluatonnan
ager@acics.org for additional review. 

If you know of professionals in the above fields who would be inter
ested in serving or would be very effective in serving, please encour
age them to apply by visiting http://www.acics.org/evaluators. 

Calling for Team Chair 

Applications! 

A critica l part of the evaluation team, the ACICS team chair is 
tasked with provid ing leadership to the independen t evaluat ion 

team during an institutional evaluation for reaccredita tion, 
branch inclusion or init ial accreditation . The application has 
bee n rev ised to include act ive involvem ent in the deve lopment , 

review and monitoring of the campus effectiveness plan. 

Applications are now being accepted and reviewed on a contin 
uous basis unti l September 30t h. Late app lications will not be 

considered. Applicants will be notified, via email, of the status 
of thei r app lication. 

Please visit 

http: //www.ac ics.or g/evaluators /content.aspx?id=45 l 9 for 
more information and to access the appl icat ion packet. 



Concur Travel & Expense Process I 
In an effort to address the rising cost of airline tickets and the 
up-front financial burden placed on evaluators, ACICS is utiliz
ing the Concur Travel and Expense System to manage and cov
er this cost for all team members, using an ACICS Corporate 
Account. Key elements: 

• Use of the system is MANDATORY for airfare/train reserva
tions. 

• Evaluator profiles MUST be completed prior to using the 
system to include frequent flier numbers, etc . so that miles 
may be credited to the evaluator's persona l frequent filer ac
count. 

• Legal name, as listed on license and/or passport must be in 
Personify. To correct, please send an email to 
pwgilliam@acics.org 

• Do not add any credit cards to your profile. This will limit 
the payment options to only the corporate account and avoid 
errors. 

• Tickets in excess of $1000 will not be processed and pur
chase will be suspended until approval is received by the staff 
coordinator. 

Flight Arrangements - Changing or Canceling 

• Flight changes are available for e-tickets that include a single 
earner. 

• If the trip is already ticketed but has not occurred, you can 
change the time and/or date of the flight. Your change op
tions will be with the same airline and routing. 

• If the trip cannot be completed, for whatever reason , ACICS 
(staff coordinator) MUST be notified immediately . The un
used ticket will be the property of ACICS and cannot be used 
by the eva luator for pe rsonal travel. This will constitut e a 
breach of the Canons of Ethical Behavior and subject to neg
ative action. 

Flight Arrangements - Assistance 

Travel incorporated 
4301 Anchor Plaza Pkwy 

Suite I 25 
Tampa , FL 33634 

Phone: 866-738-6444 

Expensing 

• On the My Concu r page, in the Expense Report colu mn of the Trip 
List section, click the button for the appropr iate trip. 

Critical Do's and Don 'ts 

Do select "Ame rican Express Air Trave l" for airfare and train 

Do review the expense report for accuracy and completion 
( corporate or "out-of-pocket") prior to submission 

Do modify search options to access a larger flight selection . 

Do contact ACJCS if you have any questions or concerns dur
ing the process. 

Do get approval to purchase airfare in excess of $1000 . 

Do create an expe nse report for each transportation reserva
tion independent of your out-of-pocket expenses. 

Do not select "Amer ican Express Air Trave l" for other ex
penses - be sure to select "Out of Pocket" , includin g honorari
um. 

Do not include your persona l credit card in your Profil e. 

Expensing Reminders 

Expenses MUST be itemized and submitted using the Concur 
expense reimbursement tool. Access to Concur is obtained by 
logging on through AClCS and clicking LINK TO CONCUR. 

It is also strongly recommended that evaluators set up Direct 
Depo sit to expedite the reimbursement process. Forms are 
available on the web site . 

Failure to provide adequate documentation of expenses will 
void A CICS' reimbursement responsibilities. 



Evaluator Visit Procedures & Reminders 

Revisions, changes and new evaluator 
policies have been periodically communi
cated through the newsletter and, as such, 
may not have been reviewed by everyone. 
In the spirit of full disclosure and mutual 
respect for the evaluators' contribution to 
the process, below is a summary of some 
key items. Your cooperation and adher
ence are appreciated. 

Visit Solicitation 

The objective , expert role of the evalua 
tors cannot be understated and is a pillar 
of the peer review process. ACICS prides 
itself on utilizing individuals who reflect 
the highest professional standards in an 
unbiased manner to channel quality assur
ance and enhancement in the accred itation 
process . In order to do this, we have de
veloped a system that allows for a team 
composition process that is uncompro
mised . Hence, evaluators should not 
contact ACICS to solicit visits or com
municate availability. This policy will be 
fully implemented in 20 I3 and your ad
herence is expected. Possible action may 
include warning , limited visit participa
tion, and removal from the active pool. 

**************** 
Visit Participation Limit 

Additionally, the six-visit limit is still in 
effect and travel staff will need to re
quest, for approval , the waiving of this 
limit in extenuating, emergency situa
tions. Evaluators should not request 

that they be allowed to conduct addi
tional visits but they are responsible for 
communicating when they have reached 
the limit. 

**************** 
Last Minute Cancellations 

Life happens-a nd no one apprec iates 
that more than the trave l staff. However, 
communication, on both sides, is critical 
when it does to allow for the evaluation 
process to continue. 

• Email/Call /Text the staff as soon as 
your availabi lity changes. 

• If you do not get confirmation from 
that staff, send an email to 
pwgilliam @acics.org 

• If possib le, help find a replacement 
for your assignment ( colleague, con
tact, etc.) in consultation with the 
ACICS staff 

*************** 
Pre-Travel Meeting Requirement 

The institutional evaluation formally be
gins at the pre-visit meeting. It is at this 
meeting that the initial team formation 
takes place. Team members get intro
duced and camaraderie established as the 
"goal" of being a key playing in the ac
creditation process takes hold. In addi
tion, the team chair facilitates the initial 
review of the institution and any issues 
that may have been found on initial re
view of the institutional material s. Ab-

sence is only excusable if approved by 
the staff/team cha ir. Habitual absence 
from the meeting will be noted in the 
evaluations and could result in loss of 
visit participation. 

************* 
Professional Attire 

The evaluation visit is a professiona l 
activity and requires profess ionalism in 
all respects. The appearance of the team, 
as individuals and a whole, is the first 
impression to be had of ACICS. Hence, 
all team members should present them
selves accordingly . Men should wear a 
jacket and tie, with dress shoes and 
socks; ladies should wear dresses, suits, 
or pant suits. Jeans (anything), sandals, 
and recreational or casual attire are inap
propriate. 

************ 
Contact Information 

Communication between the evalua tors 
and ACICS is the channel that ensures 
that the evaluation process takes place. 
Most team composition requests are 
made via emai l instead of the phone. 
Hence , changes in emp loyment, and 
mailing address must be shared with the 
evaluator manager@acics.org and in
stchange@acics.org. Evaluators should 
however, log into their account to up
date their contact information, to include 
email. 

Program Specialist Focus Group Notice of New Evaluator Requirement 

ACICS is in the process of developing proced ures for the 
Placement Verification Program and how it affects the place
ment verification process during team visits. As the facilita
tors of the on-site verification program, your feedback is a 
critical component of the review process and we need to hear 
from you. 

Hence, if you are interested in participating in a focus group, 
please email pwgilliam @acics.org with "Program Specialist 
Focus Group Interest" in the subject field . Interest must be 
communicated no later than September 19, 2013. Given 
the nature of the review , the group may participate electroni
cally by survey or questio nnaire . Thank you in advance for 
responding! 

Licensure and cert ification requirements provide validat ion 
of competency and skills assessment needed to work in a 
number of fields. Our institutions offer a number of these 
programs and the evaluation process should include similarly 
credentialed experts. 

Hence, starting in 2014, experts of programs which require 
licensure, certification , or registration (federal or state), 
must hold an active/current license, certification, or registra
tion. Current evaluators must email a copy of the docum enta
tion to evaluatormanager @acics.org. This document will 
be kept current and will be added to the evaluato rs record . 



Evaluator Training Update 

In the Spring 2013 publication, evaluators 
were infonned of plans underway to de
velop refresher training courses on the 
overall, and more efficient, evaluator re
spo nsibilities as well as focused training 
for each role (relations with stude nts, edu
cational activities, team leads). 

All active eva luators , with working emai l 

accounts, were recently sent out an Evalu

ator Assessment by Mindf lash. This as
sessment, as detailed in the preceding 
email communication , is required by all 

active evaluators and was designe d to as

sess the understanding of fundamenta l 
evaluation processes, including reimburse

ment procedure s, agency activities, and 

visits. There are no course materials to 
review prior to taking the assessment as 
the intent is to detem1ine know ledge of 

current practices. 

Evaluators who failed to achieve the 80% 

passing score are enrolled in the Accredi
tation Evaluation Fundamentals course. 

This course covers all the fundamental 
elements of the ACICS accreditation re

view process and includes examples to 

emphasize critical areas. The Assessment 
quiz is then retaken with a target 80% pass

ing grade. 

Those evaluators who failed both courses 
are requ ired to take a live webinar prior to 

being available for team selection. 

Progr ess Repo rt: 

ASSESSME NT 

# Sent= 1500 

# Completed = 761 

# Passed = 484 

# Failed = 255 

# 100% = 15 

FUNDAMEN TALS 

# Sent = 255 

# Comple ted = 170 

# Passed = 138 

# Failed = 25 

# 100% = 5 

Average score = 81 % Average score = 86% 

The purpose of the Assessment was not 
punitive or to remove evaluators from the 

Upcoming Training Plans 

During the past month , two focus groups convened to discuss a 
number of evaluation -related items: 

l. The Student Relations (SR) group focused on the various 
methods cun-ently being employed by the SR experts with 
varying level of success. Hence , the need for consistency in 
training/review has been identified. 

2. The team lead (Chair) group focused on overall visit man
agement, ACICS directives, and the CEP . Bein g a much 
smaller group, identified issues will be communicated di
rectly to all chairs. 

pool but rather to be a baseline to 
measure the success of training and 

need for additional training 

Feedback indicates that the course pro

vided a good refresher and a reminder 
that practice may differ from the actual 

process. 

Completion of the assessment is re
quired and those evaluators who 

missed the deadline , or did not receive 

the training (spammed or email incor
rect) should contact Ms. Perliter Wal 

ters-Gilliam (pwgilliam @acics.org) for 

another opportunity to take the quiz. 

Future training will be communicated 
in the same mann er and it is critical 

that all evaluators maintain a working 
email account to ensure that they re

ceive any communication from ACICS. 

In addition to the feedback received from above , travel staff 
provided perspective on the areas in which teams may strug gle 
during the review process. 

♦ Expectations and Guidelines for Team Chairs. 

Hence, the following training modul es are current ly being devel
oped for distribution and implementation: 

♦ Evaluating the Campus Effectiveness Plan (CEP) - for ac
tive team chairs to bring consi stency to this very important 
area of institutional effectiveness. 

♦ SR Expertise Assessment 

♦ Student Relations Expertise Training 

♦ Evaluating the Out-of-Class activities 

Recommendat ions and sugges tions for trainin g are welcomed! 

The Evaluator stajj"thanks all those who provide editorial and contextual feedback. The Evaluator is managed by Ms. Perliter Walters-Gilliam . Any 
questions or concerns about the publication may be directed to pwgil!iam@acics.org. 



Taking the Lead 
A Cha ir Focu s Group, comprised of seasoned and new 
chairs, convened in July 2013 to discu ss the concerns and 
challenges of the ACICS Chair Role . The following 
topical areas were discussed at length: 

• Ca mpus Effectivene ss Plan Rev iew 

• Visit Management 

o Communication with the institution 

o Pre-visit Meeting 

• Team Report Preparation and Editing 

• Team Leader ship 

• Con sistency in the Evaluation Process 

• Chair Training and Developmen t 

Recognizing that periodic, syste matic comm unicatio n 
with Chairs is lacking, this newsletter supplemen t will 
br idge that gap to inform cha irs of critical issues that 
affect their area of the review proce ss. 

Council decisions, including policy deve lopment and 
procedural changes, need to be clearly communicated to 
the team leads so that everyo ne is on the same page on a 
consistent basis. 

Therefore, focus Group meetings will co ntinue, at least 
annually, to maintain open dialogue that wo uld focus on 
sharing information and clarifying policie s and 
procedures. Participant s will be invited to the virtual 
meet ing as necessary . 

Guidance for CEP Review 

The value of the Campus Effectiveness Plan and its 
incorporation into the operat ion and processes of a 
campus can not be over-emphas ized. CEP training, via 
MindFlash, and following additional guidanc e from the 
Council, will be communicated to team chair s. In the 
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inter im, the following minimum guideline s are provided 
for the chair's reference durin g rev iew : 

• Baseline Data - the startin g point or the min imum 
point from which elements will be measured against. 

• Eva luation of Req uired Elements 

o Retention & Plac ement should be evaluated at 
the progra m level, now that ACICS has 
employed a program -level compliance approach. 

o Level of emp loyer and grad uate sat isfac tion -
both the response rate and the act ual level of 
satisfaction should be included in the analysis. 

o Student Learning Outcom es should be 
appropriat e, by program, and be actual 
measures of learning. 

• Appropriateness of measure ments - the chair shou ld 
be comforta ble making an assessment on the 
appropr iateness of measureme nts used by 
institut ions. For example, if student learning 
outcomes include a satisfac tion survey and 
curricu lum rev iew, both of which are not 
appropria te, the chair should feel comfo1table 
detailing why this is not appropr iate, and add a 
citat ion . 

• Goals - shou ld meet or exceed minimum standards 
in licensure (SLO), retention, and placement. 
However, if there are mitigating circumstances, as 
expla ined by the institution, as to why their goals are 
lower than the prior year 's or less than the standards, 
the chair should articu late this in the report for the 
Council's review , without giving a citation. 

The CEP is still challenging for institutions to develop 
and ju st as challe nging for chairs to rev iew . As such, 
ACICS needs to provide guidance to both groups so that 
the expectations and intent can be clear. Tra ining in this 
area is being develope d for chairs. Your feedback is 
appreciated. 



Team Report Preparation & Editing 

The level of detail provided in the introduction section 
varies significantly from team report to team report. The 
following should be noted: 

• Focus on providing background/introduction to the 
entire report. 

• Complete this section during the editorial process 
and not on-site as the team's overall impression of 
the institution should frame the introduction. 

• The facilities (section 8) details should not be 
repeated in this section as it does not add any value. 

Additionally, team members should not be emailing 
report s to the chair after the conclusion of the visit. All 
sections must be received prior to the exit conference. 
Both chair and staff must have a copy of the report in its 
entirety. Report s should be emailed to 
visitreports@ac ics.org with a copy to the assigned staff. 

Attempts will be made to provide chairs with at least one 
edited report in track changes for feedback. Patience is 
requested as the demand s of the report prepara tion may 
impede this process 

Visit Management 
Communication with the institution and team is essential 
in setting the tone for the upcoming visit. 

Prior to the visit: once the visit memo has been sent to 
the institution , team chairs should contact the chief onsite 
administrator, by email and telephone , for an 
introductory discussion. This dialogue should include: 

Program offerings 

Faculty meeting scheduling 

Visit Materials (self-study, etc.) 

Team room prepara tion 

As a matter of practice, chairs should also send a note to 
the team once the staff has initiated team dialogue. 

Pre-visit Meeting: the meeting is led by the chair and 
facilitated by the staff who work together to prepare the 
team for the upcoming evaluation. The following should 
be noted: 

Attendance is required. Evaluators who cannot attend 
due to mitigating circumstances should communicat e 
with chair/staff prior to the vis it. 
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The meeting should be scheduled for the evening 
before the visit with breakfast meet ing as an 
exception. Work with the staff for scheduling. 

Focus should be on the institution to be reviewed and 
not on the level of the team's expertise. 

The staff member should share Council actions and 
procedural changes that affect the visit process. 

A brief meeting with the staff is advised prior to the 
team 's meeting. 

Both staff and chair should communicate to the 
evaluators that they should come prepared to discuss 
issues after having read through the institution 's 
material s. 

Durin g the Visit: 

The meeting with the admini stration should be at least 
once on the first day but may need to be more based on 
the find ings of the team (after the lunch meet ing and 
prior to evening classes). 

The Areas of Concern document should be type-written 
(not hand-wr itten) by the staff and shared with the chair 
prior to the meeting . It is important that both are on the 
same page with the issues so that they can be accurate ly 
discussed. 

The institu tion should not be given the Areas of Concern 
document. However, a separate listing of faculty/syllab i 
may be provided if extensive. 

Prior to the exit conference, the administration should be 
briefed on the outstanding issues (citat ions) . It is not 
necessary to read the citations but rather to summari ze 
the areas that must be addressed in a response. 

Team Leadership 
The chair and the staff representative hold distinct roles 
on the visit but must work together to facilitate a 
successfu l, objective, professional review. The team is an 
objective group , independent of the Council , conducting 
a peer review. Th is group is und er the leadership of the 
chair. 

The ACICS staff represents the Council to ensure that the 
visit is conducted in accordance with the Council 's 
standards (Accreditation Criteria). The staff member is 
not part of the peer review team and cannot dictate 
c itations. Rather, the staff should provide clarity on the 
Criter ia, how it should be interpreted, and faci litate 
dialogue on the institution's degree of compliance . 

TheEvaluat-0r Supplement F2013 



Report pages I -2 
are the first two 
pages of the Mis
sion, Organiza
tion, and Adm.in
istration template. 

Shown here are 
the blank report 
pages. Click a 
grayed area and 
type in the correct 
information. 

Shown here are 
the completed 
report pages. If 
needed, delete 
blank lines 011 

page I to achieve 
an attractive ap
pearance. 

Add or delete 
rows or headings 
on both pages as 
needed. 

Note: To be able 
to add or delete 
lines, rows, or 
headings, you 
must be in Unpro
tected mode . See 
"Using the Report 
Temp lates." 
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Report Editing Directions 2012- Chairs 

FORMATTING INSTRUCTIONS 
• When opening each report unprotect the document. 
• Delete the criteria from the left side. 
• Convert the table to text. 
• Remove all empty ' lf No' fields . 
• Remove all sub-sections of the report that deal with credentials not reviewed. 
• Merge all sectio ns of the report into one document and page break at the end of each section of the report. 
• Format all text fields to be flush with ' If No,' (paragraph, indentation, left, .48). This should have formatte d 

correc tly when converted to text. 

EDITING INSTRUCTIO NS 
• After all formatti ng is complete and before edi ting the report for content, re-protect the docume nt. 
• Review all sections of the report for grammar and consistency of information and writing. All sections should be 

written using the ACICS Report Writing Guidelines. 
• Where informat ion is repeated (qualifications of staff and faculty, c itat ions, etc.) assure that the information is 

consistent. In addition write, 'As previously stated' prior to all information that is repea ted. A summary of the 
information or citation can be used when a thorough explanation has already been stated. 

PAGE TWO GUIDELINES 
• Enter program information using the credential awarded, ACICS credential, and title of the program . 
• Delete the 'notes' section. 
• Use asterisks as needed, delete directions for unused asterisks . 

CITATIONS 
• The section number should be written in bold . The first sentence should be a statement of the area of non

compliance. Use the Accreditation Criteria to find language for the first sentence of the citation. A very detai led 
descr iption of the issue should follow. 

• Cross check each citat ion to the summary page and list page numbers after each citation on the summary page . 
• For citations that appear multiple times in the report repeat the citation and check for consistency and acc uracy . 

9.03 Does this individual possess appropriate academic or experiential quali fications? 
D Yes ig)No 

If No, insert the section number in parentheses and explain: 
~Section 3-1-511): The program administrator does not have sufficient time and resources to administer the diploma program 
in Medical Office Assis tant. A review of Mr. Donatelo's signed data sheet and the class schedu le indicates that 90% of h i 
time is allocated to instructio n and 10% to the administration of the progra m. Mr. Donatelo is currently teaching MED 110, 
~as ic Medical Procedures; MED 115, Medica l Equipment; MED 220, Advanced Medical Procedures; and MED 230 
l-\dvanced Patient Care, totaling 25 hours of instruc tion per week. Mr. Donatelo's signed job desc ription did not have an)'I 
reference to administrative du ties when the team arrive d on-site; however, the job description has been amended and re 
. igned to include some administrat ive duties. In addition, students also indicated that they are unaware of the administrator o 
the program and if a faculty member cannot answer their specific concern, they are left without a resolution. The 
administra tion noted that a communication will be prov ided to all students in the prog ram informing them of Mr. Donatelo' 
appointment as the program administrator; however, no documentation was presented to the team. As a result, the program 
1:loes not have the needed community involve ment, instructional resources, nor the focus on faculty deve lopment and studen 
achieveme nt that would help ensure its success. 

PROCESS 
• Chairs are given 5 business days to edit each report. After the repor t has been formatted and edited for content it 

is to be emailed to the ACICS staff membe r with a copy (cc) to visitreports@ac ics.org. 
• Do not hesitate to reach out to staff if ques tions occur while editing. 
• During the travel cycle, staff will be reachi ng out to chairs with feedback on report editing. 



SAMPLE INTRODUCTION SECTIONS 

INTRODUCTION 

The team found it difficu lt to track the genes is of what is cunently The Br yman School of Arizona 
camp us using the materia ls prov ided and discuss ions with camp us admin istra tion. Th e school was in the 
process of a change of ownersh ip at the time of the visit, and the change of ownership visit was completed 
during the new grant visit. Th e current sta tement of ow nership, included on page 4 of the catalog 
pub lished Septemb er 24, 20 12, two days before the start of the visit, reads as follows: 

The Bryma n School of Arizona, Pho enix , Arizona, is owned and contro lled by High-Tech 
Institute, Inc. (HT I), which is a wholly ow ned subsidia ry of High-Tech Insti tute Holdin gs, Inc . 
(HTIH), which is in tum a wholly owned subsidiary of Education Training Corporation (ETC). 
ETC is a wholly ow ned subsidiary of FCC Holdin g, Inc . (FCC) . 

The campus current ly conducts operat ions in a single -story buildin g located in northwest Pho enix, just off 
Intersta te Highway 17. 

As shown in the table on the preced ing page, the school cuffe ntly has a total of 457 students enrolled in 
six diploma and six acade mk associate's degree programs in allied heal th areas . Approxima tely 71 % of 
the enrollment (323/457) is in diploma programs and 29% (134/457) in the associate's degree program s. 
All student s are class ified as full-time; 80% are enrolled as "day" students, 20% are "eveni ng." As 
reported in the table on the preced ing page, more than 50% of the enrollment is in the two Medica l 
Assis tant programs and the two Practical Technologist in Radio logy programs; 31.5% (144/457 
student s) is enrolled in the Medical pro grams and 23% (107/ 457 students) is enrolled in the Radiology 
progra ms. The two Med ical Ass istant progra ms are program matica lly accredited by the Accred iting 
Bureau of Health Educat ion Schools (ABHES) . 

Th e Campu s Effectiveness Plan (CE P), updated after end of the 20 12 CAR period on J une 30, reports 
that approximately 77% of the studen t population is female, 23% male. This male/female ratio is 
consistent with other campuses offering a relatively high concentrat ion of allied health program s. Bas ed 
on information self-reported by student s at the end of July, the ethni c composi tion was roughly 40% 
White , 38% Hispanic , 9% American Indian , 6% Afr ican American, 2% Asian, and 5% Other. 
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INTRODUCTION 
The ITT Technical Institute in Bessemer, Alabama, is one of a network of co-educa tional, non
denominational private postseco ndary educat ional institution s ow ned and operated by ITT 
Educational Services, Inc., (ITT/ES! ) a Delaware corporat ion, headquartered in Carmel, Indiana. 
According to its web site, ITT Technical Institute curren tly has "ove r 130 campuses in 38 states in 
the United States." 

ITT Technical Institut e opened in Birmin gham in April 1994 and began offering an assoc iate of 
appli ed science degree program of study in Electronic s Engineer ing Technology in June 1994 . 
Campus operat ions were moved to the current location in Bessemer , AL, in April 2005. 

As shown in the tab le on the preceding page, at the time of the visit, the campus had a total 
enrollment of 521 studen ts enrolled in 14 different academic associa te' s degree programs and 8 
bachelor's degree programs . Approximately 78% of those enrolled are full-time students, 22% are 
part-time; 78% of the students are classified as evening students, 22% as day students. The campus 
started seven new assoc iate's level programs and three new bachelor's level programs m 
September 201 1 and started an associate's level Nursing program in June 20 12. 

The Campus Effec tiveness Plan (CEP) updated in September 2012, reports that approxima tely 69% 
of the current student population is male, 31 % female. Thi s male/fema le ratio is consiste nt with 
other campuses offer ing a relative ly high concentrat ion of technjcal programs. Based on 
information self-reported by current student s, the ethnic composition is roughly 32% Africa n
American or Black, non-Hispan ic; 28% Caucasian or Whit e, non-Hispanic; and 2% Hispani c. 
Howeve r, about 38% of the stude nts did not disclose ethni city. 

The campus had two programs that did meet student achievemen t requirements for retention during 
the 20 1 l CAR period and three programs that did not meet the placement rate requirement for the 
period. Following is a listing of the programs and the retention and placement rates reported on the 
20 11 CAR: 

Retention Rate Below 62% for 2011 CAR 
Associate's degree in Computer & Electro nics Engineering Tech nology= 59.8% 
Associate's degree in Criminal Justice= 60 .1 % 

Placement Rate Below 58% for 20 11 CAR 
Associate's degree in Comp uter Draf ting and Design = 57.1% 
Bachelor 's degree in Information Systems Security= 30.8% 
Bachel or's degree in Project Man agement = 33 .3% 

The CEP included an appropriate Program Improvement Plan for each of the programs . 

Finally, the team was informed that 112 Besseme r campus students were enro lled in 23 diff erent 
ITT online courses at the time of the visit. All of the courses except for two are general educat ion 
courses . Add itionally, 71. students are enrolled in 20 different hybrid online courses. 
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INTRODUCTION 

There are currently over 35 private career colleges and schools operating at campuses bearing the 
Sanford-Brown name across the United States. Sanford-Brown College is owned by SBE Health South, 
Inc., which is wholly owned by Career Education Corporation (CEC) located in Schaumburg, Illinois. 
The first administrat ion and staff members started at the Sanford-Brown Phoenix campus in July 2009, 
and the first students started taking classes in October 2009. 

As shown in the table above, the Sanford-Brown Phoenix campus currently has 401 students enrolled in 
four diploma and two academic associate's degree programs. Also, as reported above, both the diploma 
Medical Assistant and diploma Pharmacy Technician programs are programmatically accredited; and 
these two programs have just over 81% % (327/401) of the current total enrollme nt- Medical Assistant 
(69%, 278/401) and Pharmacy Technician (12%, 49/401). The CEP indicates that approximately 84% of 
the 2011 CAR student population was female and 16% was male. 

Further, as reported above, the retentio n rates reported on the 2011 CAR for the following three diploma 
programs fell below the student achievement standard required by the Council: Medica l Assistant 
(54.7%), Medical Billing and Coding (20%), and Pharmacy Technician (56.8%). The campus was 
notified by ACICS that it needed to include a Program Improvement Plan (PIP) for the Medical Assistant 
program in the CEP, and complied with the requirement. There were only five graduates from the 
Medical Billing and Coding program; thus, the campus is not required to include a PIP for that program. 
There is no documentation that the campus was notified by ACICS that it did not meet the retention 
achievement standard for the Pharmacy Technician program; thus, there was no PIP included in the CEP 
when the team first reviewed it. However, during the visit, the campus developed an appropriate PIP for 
the Pharmacy Technician program. 

Also, the team feels it is important for readers to know that campus administration informed the team 
there have been a total of 494 graduates to date from the six degree programs offered during the 2012 
CAR period. Of that total, there have been 380 graduates from the Medical Assistant program. 
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INTROD UCTION 
Emerging Technologies Institute (ETI) was founded in 1999 and continues today to be wholly owned by Emerging 
Technologies Institute, Inc., a registered business school, incorporated under the laws of the State of New York. The 
two co-founders each have 50% ownership of the corporation. The current ETI executive director/ CEO, Mr. Lyonel 
Coriolan, is one of the co-founders and has been mainly responsible for leading and overseeing the development and 
operations of ETI's education programs and activit ies from the beginning . The corporation operate s one campus in 
Queens County in the New York Ci ty area. As a state-licensed school , ETI mee ts the standards required by Article 
101 of the New York State Education Law and Part 126 of the Regulations of the State Commis s ioner of Education. 

ETI started offering classes in a facility located in the Rego Park area of Queens in March 2001 and moved to its 
curre nt locatio n in the Forest Hi11s area of Queen s in March 201 1. As reported on the previous page, the institute 
currently offers only one program. The program is designed and offered to provide advanced computer skills trainin g 
to be used by individuals working in a busine ss entity or government agency as well as to prepare graduates to sit for 
several vendor certifications. The program enro11s a total 29 students; a11 of them on a part-time bas is. A11 of the 
students are employed on a full-time basis by Verizon Wireless and attend class sessions either on four evenings or 
weekends. About half of the students come to classes Monday -Thursday evenings, and the other half come to classes 
during four sessions on weekends, a sess ion meeting in the morning and afternoon on both Saturday s and Sundays. 

As noted in Section 6 Fac ilities of the report, ETI currently conducts its education al and administrative activities on 
the second floor of an office building that is accessible only by climbin g a set of 25 stairs. There is no elevator or 
other option for physical access to the second floor, and ETI cannot and does not accommodate or serve individuals 
who are unable to climb stairs. The team was informed that since the building was originally occup ied in 1978, prior 
to the American with Disabilities Act, the space on the second floor was grandfa thered to be occupied and used in its 
current state. ETI administration provided the team with two reports from visits by a representative from the New 
York State Edu cation Department, Bureau of Proprietary School Supervision, stating the space was visited, reviewed, 
and found to be acceptable and in compliance with state applicable regulation s. 

Reflect ive of the team's finding ETI operations, activ ities, and its one educational program to be functioning 
efficiently and effectively, reader s of the report that fo11ows wi11 find a number of positive comments about ETI, its 
operations and its administration, staff, and faculty. Given the team found ETI to be in compliance with all areas of 
the Accreditation Criteria, as reported in the SUMMARY section at the end of the report , is further evidence of the 
team's feeling about the competence of the institute 's administration, staff, and faculty as well as its operations 
overall. 

The team recognizes this is unusual for an initial grant visit, and feels it is important to note this is likely related to the 
unique, distinctive, and unusual features of the ETI's operations. The fact there is only one program being offered, the 
total enro11ment of 29 is relat ively low, and the entire enro11ment is the result of an agreement with Verizo n are a11 
factors making it much easier for ETI to monitor all areas of operation s and ensure they are in compliance with the 
Criteria. Addition ally, based on the quality of the records and other materials prepared for the evaluation visit, it 
seems clear to the team that the institut ion benefited greatly from its participation in the ACICS Accreditation 
Workshop and additional advice and counsel provided by staff and others familiar with the Accreditation Criteria 
while preparing for the visit. 

Finally , ETI administration informed the team they are looking to expand their operations and increase enrollment if 
institute is granted accreditat ion by ACICS and is qualified by the U.S. Department of Education regulations to 
part icipate in T itle IV, Student Financial Aid program s. They are aware and recognize this expansion of activities and 
enrollment will likely create a very different organization, requiring additional faculty, staff, equipment, and physical 
space . The expansio n of activities and staff will present ETI administrat ion with additional challe nges in many 
differe nt areas of operat ions. 
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SUMMARY 
The ~nstitution is not in compliance with the Accreditation Criteria in the following areas: 

Number Section Summary 
1. Sections 2-1-809, 3-1-111, 3-1-512 Improve ment plans are not included in the 

Institutional Effectiveness Plan (IEP) for 
two programs whose placement rates are 
below the achievement standards required 
by the Counci l (pages 33 & 37). 

2. Appendix H - Institutional Readiness The institution does not have a plan to 
(b) implement distance education instruction 

(page 48). 

3. Section 3-1-111 & Appendix H The IEP does not meet Counc il standards 
(pages 4 & 5). 

The institution does not have a written 
plan for the implementat ion of the 
distance education progra m that is 
integrated into the IEP (page 48). 

4. Section 3-1-303 (a) Placement data reported for two programs 
in the 201 I Campus Accountability 
Report (CAR) could not be verified 
(pages 35 & 39). 

5. Section 3-1-303(0 Some student records are not 
appropriate ly pro tected from possib le loss 
(page 9). 

6. Section 3-1-421 & Appendix D There is not a Satisfactory Academic 
Progress (SAP) policy that comp lies with 
Appendix D (page 12). 

7. Section 3-1-422 There is no evidence of compliance with 
Appendix D (page 13). 

8. Section 3-l -441(c) & Appendix H There is not evidence to document that 
there is an ind ividual ass igned to prov ide 
employ ment assistance to students at the 
main campus in Tuzla nor is their 
satisfactory doc umentat ion that such 
activity is occurring (pages 15 & SO). 

9. Section 3-1-511 & Appendix H There is currently no one with academic 

Comment [PW1] : Or campus - this should be 
revised accord ingly 

Comment [PW2] : Be sure that the page numbers 
match that in the full report. 

Comment [PW3]: Verify both Cr iteria section 
and summar y statements during final prc paraLion 10 
ensure accuracy . 



or experiential background related to 
distance education assigned to provide 
adm inistration for distance education 
activities at the institution (page 4)7. 

10. Section 3-1-513(a) and Glossary The descriptions and outlines of curr icula 
publi shed in the institution 's catalog do 
not state obj ectives specific to each 
program curriculum (pages 29, 33, 37 & 
42). 

There is not a detailed syllabus on file that 
meets the Counc il's expectations as 
outlined in the Glossary for some of the 
courses in the Bachelor's in Graph ic and 
Media Design program (pages 30). 

11. Section 3-1-513(b) Prerequisites are not appropr iately 
assigned in some courses in the Graphic 
and Media Design program (page 30). 

12. Section 3-1-516 (a)(ii) An approp1iate number of contact hours is 
not scheduled to justify the number of 
semester credits granted for some courses 
cuITently being offered in the Master of 
International and European Law program 
(page 18). 

13. Section 3-1-543 There is not satisfacto ry docume nta tion of 
implementation of faculty development 
plans for faculty members (pages 19 & 
49). 

14. Sections 3-1-701, 3-6-800, & Appendix The catalog does not meet Counci l 
C standards in a number of areas (page 24). 

The catalog does not have a separate 
sect ion for the grad uate progra ms (page 
25). 

15. Section 3-1-704 Published performance information 
related to student achievement could not 
be verified (page 25). 

16. Section 3-6-301 There is not a qualified designated 
committee assigned responsibi lity for 
developing, modifying , and maintaining 
each of the grad uate programs (pages 40 



& 45). 

17. Section 3-6-502 Less than 50% of the graduate level 
courses currently being offered in the 
Master of Business Administration 
program are being taught by faculty 
possessing terminal degrees (page 41). 
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PROGRAMS OFFERED BY 
ABC INSTITUTE OF BUSINESS & MEDICAL CAREERS 

BILLLINGS, MONTANA 

AIR 
Enroll: Retention & Placement 

Full-
time/ 

CREDENTIAL APPROVED PROGRAM Qtr. Part- 2011 2011 2010 
EARNED TITLE Hrs. time Ret. Pia. Ret. 
Occupational Business Admini stration & 
Assoc iate's Degree * Accounting 95 26/5 60.00 NA NA 
Occupational Medical Assistant 
Associate' s Degree 96 69/0 66.01 88.89 68.18 
Occupational Pharmacy Technician 
Associate 's Degree * 93 27/0 78.05 0 70.59 
Occupational Medical Billing & Codin g 
Assoc iate' s Degree * 92 25/5 85.71 88.24 7 1.05 
Occupational Paralega l 
Associate 's Degree* 99 10/0 66.67 NA NA 
Occupational Therapeutic Massage 
Assoc iate' s Degree 92 33/5 76.47 100 75.00 
Diploma Medical Assistant 70 4/5 53.85 100 84.62 
Diploma Therapeutic Massage 69 3/0 50.00 66.67 80.00 

Diploma** Medica l Billin g & Coding 69 0 NA NA NA 
Certificate* Administrative Assista nt 52 3/0 59.09 100 60.61 

TOTAL EN ROLLMENT 200/20 

Notes: 
* 

Typed in bold are any retention rates below 60.0% and any placeme nt rates below 65.0% . 

** 

Pro gram reviewed for the first time. 

The Medical Billing & Coding diploma program was approved July 5, 2006 along 
with the Medical Billing & Coding degree program. Student s have been enrolled in 
the diploma program. The institution plans to enroll students in the immediat e future. 
Some student s enroll the diploma program and then transfer to the degree program . 

2010 
Pia. 

NA 

83.33 

NA 

62.50 

NA 

100 
100 
100 
NA 

77.78 
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INTRODUCTION 

~ C Institute of Business & Medical Careers (ABC) was founded in 1980 under the name o 
Medical Careers Training Center and was located in South Collins, Montana . The institution has beeq 
owned and operated by The Hernandez Company , Inc. since 1990. Originally , the institution awarded 
cliploma s in the field of Medical Assisting. In 1995, ABC expanded to include Business programs and 
ward occupational associate' s degree s, diploma s, and certificates. The expansion was accompanie d 

by a name change to the ABC Institute of Business & Medical Careers. In the spring of 2005, AB 
opened this branch campus in Billing s, Montana. In December of 2010 the Billing s campus relocated 
o a new facility offering over 25,000 square feet of space with updated student service and classroom 

eas. Students originate in the Billing s metropolitan area and surrounding rural areas. The student 
population is currently 80% female and 20% male. The majorit y of the students are between the ages 
of 18 and 42 and 90% of the student popul ation receives financial assistance. Available financial 
ssis tance consists of Title IV, agency, and VA/GI Bill benefit s. Although the predomin ant ethni 

backgrounds are Caucasian and Hispanic, the Asian, African-American, and Native America 
communiti es are represented. At present , 40% of student s attend morning /afternoon classes and 60% 
ttend evening classes . 
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MISSION 

1.01 Give the page number in the campus catalog on which the mission statement can be found. 
The institution's mission is published on page 2 of the 2011 catalog, volume 25-3. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
[8J Yes D No 

1.03 Are the objectives devoted substantially to career-related education? 
[8J Yes [8J No 

1.04 Are the objectives reasonable for the following? 
(a) The programs of instruction 
[8J Yes D No 
(b) The modes of delivery. 
[8J Yes D No 
(c) The facilities of the campus . 
[8J Yes D No 

1.05 Are the mission statement and supporting objectives appropria tely disclosed in the campus 
catalog and in other publications that are readily available and understandable to the public? 

[8J Yes □No 

1.06 Is the campus committed to successful implementation of its mission? 
[8J Yes D No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
[8J Yes D No 

1.08 If the campus is an additional location, does the additional location have its own CEP, separate 
from the main campus IEP? 
[8J Yes D No D Not Applicable 

1.09 Does the CEP describe the following? 
(a) The characteristics of the programs offered. 
[8J Yes D No 
(b) The characteristics of the student population. 
[8J Yes D No 
(c) The types of data that will be used for assessment. 
[8J Yes D No 
(d) Specific goals to improve the educational processes. 
[8J Yes D No 
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(e) Expec ted outcomes of the plans. 
~ Yes 0No 

1. 10 Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
~Yes 0No 
(b) Student placement. 
~Yes D No D Not Applicable (new additional location only) 
( c) Level of graduate satisfaction. 
~Yes D No D Not Applicable (new additional location only) 
(d) Level of employer satisfaction. 
~Yes D No D Not Applicable (new additional location only) 
(e) Student learning outcomes. 
~ Yes 0No 

Page 5 of 50 

1.11 Describe the student learning outcomes used by the campus in each program and how these 
outcomes are being assessed. 
The student learning outcomes used by the campu s consist of GPA analysis, pre- and post
tests, entrance assessment s, and profe ssional licensure exa mination s. The outcomes ar 
assessed by Mr. Jose Hernand ez, regional dean of academic services. The goal for extem-to
hire placement rate is 35-50%. Without exceptiona l student learnin g outcomes, the employelj 
satisfaction with extern students would not be at a level at which a job would be offer ed upon 
completion of the extern ship . Currently the extern-to-hir e rate at the Billin gs camP.!!§ is 32%. 
u he camP.us has a goal of 40%. 

1.12 Are the followi ng identified and described in the CEP? 
(a) The baseline data for each outcome. 
~ Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
~ Yes D No D Not Applicable 
(c) How the data was collected. 
~ Yes D No D Not Applicable 
(d) An analysis and summary of the data collected and an explanation of how the data will be 

used to improve the educational processes. 
~ Yes D No D Not Applicable 

1.13 Has the campus publi shed annu al placement and retention goals in its CEP that take into 
account its rates from the last three Campus accou ntability reports and that demo nstrate its 
ability to maintain or impro ve retention and placement outcomes? 
~ Yes D No D Not Applicable (new additional location or initial applicant 
only) 

1.14 Has the campus published specific activiti es that will be undertaken to meet placeme nt and 
retention goals? 
~ Yes D No D Not Applicable (new additional location only) 
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1. 15 Describe the specific activities that the campus will undertake to meet these goals. 
The management team has implemented multiple techniques to improve retention and 
placement. Currently, the campus is focusing on an "out and about" strategy to meet it 
retention goal of 75%. The campus director and management team are spending more time in 
the student lounge and hallways where the students tend to congregate. By providing 
visibility, the campus administration is demonstrating its caring attitude. To meet the 90% 
placement goal, the campus is focusing on a one-on-one lacement initiative, P.fOViding 

ersonal attention lacing one student at a time. 

1.16 Does the campus have documentation to show the following? 
(a) That the CEP has been implemented. 
[SJ Yes D No 
(b) That specific activities listed in the plan have been completed. 
[SJ Yes D No 
(c) That period ic progress reports have been completed. 
[SJ Yes D No 

1.17 Who is responsible for implementing and monitoring the CEP? Describe this individual' s 
qualifications. If a committee is utilized please describe the committee. 
The campus director, Mr. Angel Hernandez, is responsible for the implementation of the CEP. 
Prior to the opening of this campus in 2005, Mr. Hernandez was regional operations manage 
for Northwest Management and worked in admissions for Billings Aero Tech for over seven 
years. He holds a bachelor's degree in Biology and Health Sciences and he brings a wealth o 
ex erience in the assisted living world to round out his dailY. management skills Mr. 
Hernandez is assisted by a CEP committee composed of the associate campus director, the 
evening academic director, the undergraduate program coordinator, the admissions 
coordinator, and the registrar. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
[SJ Yes D No D Not Applicable (new additional location or initial applicant 
only) 

GENERAL COMMENTS: 
he campus director is committed to involve as broad a constituency as possible in the review and 

work of the CEP so it can be used as the major tool for guiding the operationa l areas of the cam us 
and continuously improving the educational programs and student outcomes. 

ORGANIZATION 

2.0 1 Is the following information regarding the campus appropriately stated in the catalog? 
(a) Governance, control , and corporate organizat ion. 
[SJ Yes D No 
(b) Names of the trustees, directors, and/or officers. 
[SJ Yes D No 
( c) Names of the administrators. 
[SJ Yes D No 
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2.02 Does the campus: 
(a) Adequate ly train its employees? 
~Yes 0No 
(b) Provide them with constant and proper supervision? 
~Yes 0 No 
(c) Evaluate their work? 
~Yes 0 No 

2.03 Is the administration of the campus efficient and effective? 
~Yes 0No 

2.04 Does the campus maintain written documentation to show that faculty and staff members: 
(a) Clearly understand their duties and responsibilities? 
~Yes 0No 
(b) Know the person to whom they report? 
~Yes 0No 
(c) Understand the standards by which the success of their work is measured? 
~ Yes 0No 

2.05 Does the administration maintain documentation of the evaluation of the faculty and staff? 
~ Yes 0 No 

2.06 Has the campus adopted a policy on academic freedom that has been communicated to the 
faculty? 
~Yes 0No 

2.07 Does the campus have an appropriate grievance policy for faculty and staff? 
~Yes 0No 

2.08 Does the campus catalog or the student handbook contain an appropriate grievance policy for 
students that includes the name and address of ACICS? 
~ Yes D No D Not Applicable (initial applicants only) 

2.09 Who is responsible for the financial oversight of the campus, and what are this person' s 
qualification s? 
As previously noted, the on-site administrator is Mr. Angel Hernandez. Mr. Hernandez ha~ 
been campus director since 2005. Prior to the opening of this campus in 2005, Mr. Hem andezl 
was regional operations manager for Northwest Management and worked in admissions fou 
Billings Aero Tech for over seven years. He holds a bachelor 's degree in Biology and HealtH 
Sciences and he brings a wealth of ex erience in the assisted livin world to round out his 
daily management skills. 

GENERAL COMMENTS: 
IT'he organizational structure is appropriate for the campus. 
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ADMINISTRATION 

3.01 Is there evidence that the chief on-site admini strator (s) or the self-study coordinator for the 
campus attended an accreditation workshop within 18 months prior to the final submission of 
the self-study? 
C8J Yes 0No 

3.02 Are all staff well trained to carry out admini strative functions? 
C8J Yes D No 

B.03 Who is the on-site administrator, and what are this person's qualifications? 
As previously noted, Mr. Angel Hernandez is camp us director. Prior to coming to ABC, Mr. 
Hernandez served as the dean of academic and student affairs at the Puerto Rico School o~ 
Fine Arts , with responsibility for the entire operation other than grounds and human resources. 
Mr. Hernandez is a doctoral candidate at the University of Ponce, has a master 's degree in 

ducation Admini stration and Supervision, and a bachelor's degree in Seconday Education, 
both from Pontifical Catholic University in Ponce , Puerto Rico. 

3.04 Does the campu s list degrees of staff members in the catalog? 
D Yes C8J No 

3.05 Is there evidence that the camp us keeps adequate records to support the following 
administrative operations? 
(a) Financial aid activities. 
C8J Yes D No D Not Applicable (campus does not participate in financial aid) 
(b) Admissions. 
C8J Yes D No 
(c) Curriculum. 
C8J Yes D No 
( d) Accreditation and licensure. 
C8J Yes D No 
(e) Guidance. 
C8J Yes D No 
(f) Instructional resources. 
C8J Yes D No 
(g) Supplies and equipment. 
C8J Yes D No 
(h) The school plant. 
C8J Yes D No 
(i) Faculty and staff. 
C8J Yes D No 
(i) Student activities. 
C8J Yes D No 
(k) Student personnel. 
C8J Yes D No 
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3.06 Does the campus admit ability-to-benefit students? 
D Yes C8J No (Skip to Question 3.11.) 

3.11 Do student files contain evidence of graduation from high school or the equivalent? 
C8J Yes D No 

3 .12 Are appropriate transcripts maintained for all students? 
C8J Yes D No 

3.13 Is the grading system fully explained on the transcript, and is it consistent with the grading 
system that appears in the campus catalog? 
C8J Yes D No 

3.14 Are student records protected from theft, fire, water damage, or othe r possible loss? 
C8J Yes D No 

3.15 Does the campus maint ain transcripts for all students indefinitely? 
C8J Yes D No 

3.16 Does the campus maintain admissions data and other records for at least five years from the last 
date of attendance for all students? 
C8J Yes D No 

GENERAL COMMENTS: 
he admini strative functions of the campus are coo rdinated and operating to effec tively serve the 

campu s's educatio nal mission. Th e campu s director has become involved and engaged in pullin g 
together and leading the management team and others to achieve the camp us's mission and 
objectives. 

RELATIONS WITH STUDENTS 

FOR ALL PROGRAMS 

4.01 How many student files were reviewed during the evaluation? 
The team reviewed 50 files during the evaluation . 

4.02 Does the campus ensure that its student relations reflect high ethical standard s? 
C8J Yes D No 

4.03 Does the campus have appropriate admissions criteria? 
C8J Yes D No 

4.04 Does the camp us contract with third parties for admissions and recruiting purp oses? 
C8J Yes D No 
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If Yes, are these parties supervised by and familiar with the campus? 
~Yes 0No 

4.05 Is there evidence to document that admissions criteria are applied consistently to all students 
admitted under the same version of the admissions criteria ( e.g., that students admitted into 
specific program s for the same start date are admitted under the same admissions criteria)? 
~Yes 0No 

4.06 Does the admissions policy conform to the campus's mission? 
~Yes 0No 

4.07 Is the admissions policy publicly stated? 
~Yes 0No 

4.08 Is the admissions policy administered as written? 
~Yes 0No 

4.09 Who is responsible for the oversight of student recruitment at the campus and what are this 
~ rson's qualifications? 
Mr. Angel Hernandez, campus director, oversees student recruitment. Mr. Hernandez is 
assisted and supported by Mr. Kevin McNeil, the regional director of admissions at the 
corporate level. Campus admissions representatives, Ms. Perliter Rice and Mr. Jose Bell , 
report to Mr. Hernandez. Mr. Hernandez holds a bachelor' s degree in Biology and Health 
Science s from New Hampshire State University. He has been campus director since Octobeli 
2005. Prior to this current position, he served in various managerial positions in private 
business and as an admissions director and repre sentative at Billings Aero Tech. Mr. 
Hernandez is active in community service, specifically as a member of the local chamber o~ 
commerce, and has professional development in team building and management training. 

4.10 Describe the process for the recruitment of new students. 
The proces s for recruiting new students begins with a visit to the admissions office. When 
meeting new student s, the admissions representatives help the potential students explore their 
interests and choose a suitable course of study. Students are toured around camp us and 
introduced to facu lty, staff, and other students. They are also given all the written application 
materials to comp lete if interested in enrolling. Students who are intested, return for a second 
visit and begin the formal enrollment process. They pay their application fee, take an 
assessment test, comp lete an enro llment agreeme nt, and visit the financial aid office to 
determine if they are eligible for federal financial aid. As a final step, the campus sends out a1 
letter of acceptance and invite s the new students to attend an upcoming orientation. 

Are these recruiting practices ethical and compatible with the educational objectives of the 
campus? 
~Yes 0No 
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4.11 Are individuals engaged in admissions or recruitment activities communicating cmTent and 
accurate information regarding the following? 
(a) Courses and programs. 
~ Yes 0No 
(b) Services. 
~Yes 0No 
(c) Tuition . 
~Yes 0No 
(d) Terms. 
~ Yes 0No 
(e) Operating policies . 
~Yes 0No 

4.12 Does the campus use prospective student names obtained as a result of a survey, canvass, or 
promise of future employment or income while a student, or as a result of other marketing 
activity? 
~Yes 0No 

If Yes, is the name of the campus clearly identified, and is there evidence that the reason for 
usage of the name has been communicated to the student? 
~Yes 0No 

4.13 Does the state in which the campus operates require representatives to be licensed or registered? 
0 Yes ~No 

4.14 Are the titles of recruitment and enrollment personnel appropriate? 
~Yes 0No 

4.15 Does someone other than recruitment and enrollment personnel make final decisions regarding 
financial aid eligibility, packaging, awarding, and disbursement? 
~ Yes D No D Not Applicable (campus does not participate in financial aid) 

4.16 Are all recruiters supervised by the campus to ensure that their activities are in compliance with 
all applicable standards? 
~Yes 0No 

4.17 Does the campus have written policies and procedures for evaluating and accepting transfer of 
credit? 
~Yes 0No 

4.18 Is there evidence that the campus properly awards transfer of credit? 
~ Yes D No D Not Applicable 

4.19 Does the campus publicize its transfer credit policies, including policies related to accepting 
transfer credit from another campus? 
~Yes 0No 
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4.20 Has the campus estab lished articulation agreements with other institutions? 
D Yes lZ] No(Skip to Question 4.22) 

FOR ALL PROGRAMS 
4.23 Is the standards of satisfacto ry academ ic progress policy published in the catalog? 

lZJ Yes D No 

If Yes, state the page number(s) where the standards of satisfactory academic progress policy is 
published? 
The campus publishes its standards of Satisfactory Academic Progress (SA_P~)-~ _ 
~0 of the 2010-2011 catalog 

4.24 Does the standards of satisfactory academic progress (SAP) policy published in the catalog 
contain the following? 
(a) A definition of the maximum time frame allowed for students to complete a program as 1.5 

times the normal program length. 
lZ] Yes D No 
(b) A schedule that designates the mm1mum percentage of work that a student must 

successfully complete at the end of each evaluation increment to complete the program 
within the maxim um time frame. 

lZ] Yes D No 
( c) Procedures for re-estab lishing satisfactory academic progress. 
lZJ Yes D No 
( d) A definition of the effects of the following on the CGP A and successfu l course-comp letion 

percentage: 
Withdrawals. 
lZJ Yes D No 
Incomplete grades. 
D Yes lZ] No 
Repeated courses. 
lZJ Yes D No 
Non-punitive grades. 
lZ] Yes D No D Not Applicable (campus does not offer) 
Non-credit or remedial courses. 
D Yes D No lZ] Not Applicable (camp us does not offer) 
A probationary period. 
lZJ Yes D No 
An appeal process. 
lZJ Yes D No 
An extended-enrollment status. 
lZ] Yes D No D Not Applicable (campus does not offer) 
The effect when a student changes programs. 
lZ] Yes D No D Not Applicable (camp us only offers one program of study 
The effect when a student seeks to earn an additional credentia l. 
lZ] Yes D No D Not App licable (camp us only offers one credential) 
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The implications of transfer credit. 
~Yes 0No 

f No for any item, insert the sect ion number in arentheses and ~ elain: 
The camPJ!.~ does not use incom lete gr_a_ges. 

4.25 Does the campus apply its SAP standards cons istently to all students? 
~Yes 0No 

4.26 Are students who are not making satisfacto ry academ ic progress properly notified? 
~ Yes D No D Not App licab le (no students are in violation of SAP) 
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4.27 Is SAP evaluated at the end of each academic year or at 50% of the normal program length if the 
program is one academic year in length or shorter? 
~Yes 0No 

4.28 Is SAP evaluated at the end of the second academic year and at the end of each subsequent 
academic year where students must have a minimum COPA of 2.0 on a scale of 4.0 or its 
equ ivalent? 
~ Yes D No D Not Applicable (all programs are one year or less) 

4.29 Are students who are not making satisfacto ry academ ic progress at the end of the second year 
dismissed? 
~ Yes D No D Not Applicable (all programs are less than two years) 

4.30 Are qualitative and quantitative components evaluated cumulatively for all periods of a student's 
enrollment? 
~Yes 0No 

4.31 Are students allowed to remain on financial aid during the probationary period? 
~ Yes D No D Not Applicable (camp us does not part icipate in financial aid) 

If Yes, is the student informed of this policy? 
~Yes 0No 

4.32 Are students whose appeals are granted due to mitigating circumstances placed on probation and 
considered to be making satisfactory academic progress? 
~Yes 0No 

4.33 Are students who are placed in an extended-enrollment status denied eligibility for federal 
financial aid (unless there are mitigating circumstances? 
~ Yes D No D Not Applicable (campus does not have extended enrollme nt 

and/or does not participate in financial aid) 

4.34 Do credits attempted during the extended-enro llment status count toward the 1.5 times of normal 
program length? 
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IZ] Yes □ No D Not Applicable (campus does not have extended enrollment) 

4.35 For students who have excee ded one and one-half times the standard time frame and were 
awarde d the original crede ntial, were any additiona l financia l obligations waived? 
IZ] Yes D No D Not Applicable (there is no such student) 

4.36 Are students required to have a minimum CGPA of 2.0 or its equivalent upon graduatio n from 
all programs? 
IZJ Yes D No 

4.37 Who is responsible for the administration of satisfactory academic progress, and what are this 
erson' s qualifications? 

Mr. Angel Hernande z, campu s director , is also responsible for the administration of SAP. He 
is assisted and support ed by Mr. Jose Valdes, dean of academic services at the corpora te level; 
Mr. Jack Mago and Ms. Angela Hyslop, program lead instructors; Ms. Kim White , campu s 
student retention specialist; M s. Kathryn Kri ssler , camp us financial aid counselor; and Ms. 
Jami Zenner, campu s registrar . As previou sly noted , prior to Mr. Hernande z's curren~ 
position, he serve d in various manager ial position s in private business and as an admissions 
director and representativ e at Billing s Aero Tech. Mr. Hernandez is active in communit y 
service, specifica lly as a member of the local chamber of commerce, and has IJ.rofessional 
development in team buildin g and management training. 

4.38 Does the camp us encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
IZJ Yes D No 

4.39 Does the camp us finance any of the following? (Mark all that apply.) 
(a)IZ] Scholarships. 
(b)O Grants. 
(c)O Loans. 
(d)0 The camp us does not offer scholarships, grants, and/or loans. (Skip to Question 4.41.) 

If Yes for any item, does the campus properly identify all scholarship, grant, and loan programs? 
IZ] Yes D No 

4.40 Does the campus fully disclose the terms, conditions, and application procedures regarding 
campus scholarship and grant progr ams in its catalog? 
IZ] Yes D No D Not Applicable (campu s offe rs loans only) 

4.41 Are all similarly circumstanced students who enrolled at the same time and m the same 
programs charged the same tuition and fees? 
IZ] Yes D No 

4.42 Do the financial records of students clearly show the following? 
(a) Charges. 
IZ] Yes D No 
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(b) Dates for the posting of tuition. 
~Yes 0No 
(c) Fees. 
~Yes 0No 
(d) Other charges. 
~Yes 0No 
(e) Payments. 
~Yes 0No 
(f) Dates of payment. 
~ Yes 0No 
(g) The balance after each transaction. 
~Yes 0No 

4.43 Are tuition and fees clearly stated on the enrollment agreement or in the catalog? 
~Yes 0No 

If Yes, have students confirmed receiving a copy of the catalog or enrollment agreement (if 
one is used)? 
~ Yes D No D Not Applicable 

4.44 Is the effective date listed on announcements of changes in tuition and fees? 
~ Yes D No D Not Applicable (campus has not changed tuition or fees) 

4.45 Is the campus' refund policy published in the catalog? 
~Yes 0No 

4.46 Is the refund policy fair, equitable, and applicable to all students? 
~Yes 0No 

4.47 Is the campus following its stated refund policy? 
~Yes 0No 

4.48 Does the campus offer financial aid? 
~ Yes D No (Skip to Question 4.55.) 

4.49 Who is responsible on-site for administering student financial aid, and what are this person's 
qualifications? 
Ms. Kathryn Krissler, financial aid counselor, is responsible for administering student 
financial aid. Ms. Krissler holds an associate's degree from Winona Area Technical School. 
Prior to her current position, she worked in mangerial positions and, at one point, worked fo~ 
the campus for a year. Ms. Krissler's professional development includes business and 
leadership workshops. Recently , Ms. Krissler attended the Montana Association of Studen 
Financial Aid Administrators (MASFAA) conference in South Collins, Montana 

4.50 Is the person who determines the amount of student awards not also responsible for disbursing 
those awards? 
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IZ]Yes □ No 

4.51 Are final student financial aid award determinations made by administrative individuals who are 
not responsible for recruitment? 
IZJ Yes D No 

4.52 Is the financial aid administrator a member of a state, regional, or national financial aid 
association and up to date on procedures and changes in the field? 
IZJ Yes D No 

4.53 Describe how the financial aid office stays current with regulation and policy changes in 
financial aid (include all appropriate memberships in professional organizations held by this 
individual). 
Ms. Krissler is a member of MASF AA and, as stated above, attends its annual conference. 
She keeps abreast with the latest changes in financial aid through MASF AA as well as through 
weekly training conferences with the corporate financial aid regional director, Ms. Jackie 
Bynoe. 

4.54 Is there evidence that the financial aid administrator regularly participates m professional 
awareness activities? 
IZJ Yes D No 

4.55 Does the campus provide discounts for cash received m advance of the normal payment 
schedule? 
IZ] Yes D No (Skip to Question4.56.) 

If Yes, is there evidence that the campus provides a copy of the written policy to all student 
applicants prior to emollment? 
IZJ Yes D No 

If Yes, is the size of the discount based on the financial benefit that the campus receives from the 
payment of cash earlier than would be required under the normal tuition payment schedule? 
IZ] Yes D No D Not Applicab le 

4.56 Describe the student services offered by the campus such as, but not limited to, structured 
tutoring, academic or personal counseling, student orientation, etc. 
Student services include the following: 

• Student orientation to enable students to meet key faculty and staff; 
• 1futoring for those student s needing additional academic support; 
• Academic counseling for students throughout their programs of study; and 
• Student support services such as the Wyoming Assistance Services (211), local child care, and 

bus schedules. 

4.57 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring 
points following the placement of the campus' graduates? 
IZ] Yes D No D Not Applicable 
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4.58 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this person's qualifications? 
At the time of the visit, the campus had ju st hired Ms. Denise Duval as the a new career 
services director. Ms. Duval is scheduled to begin her training following the team visit. In the 
interim , Ms. Melissa Whitten, associate director of career services from the ABC Ft. Collins 
campus, has been rotating on weekly basis with Ms. Ann Cross, regional career services 
director at the corporate office, to cover the Billings campus. Ms. Duval holds a bachelor's 
degree from Colorado State University and has experience as a sales manager for two firms 
and as an account manager for another. 

4.59 Does the campus offer employment assistance to all students? 
[gj Yes D No D Not Applicable 

(campus enrolls only international students on a student visa) 

4.60 Does the campus use placement percentages or salary projections as part of its recruiting 
activities? 
D Yes [g] No 

4.61 Is the beginning enrollment on the most current Campus Accountability Report (CAR) the same 
as the ending enrollment reported on the previous year's CAR? 
D Yes [gj No D Not Applicable (new additional location or initial grant) 

l f No, insert the sect ion numbe r in parentheses and expla in: 

(Section 3-1-303(a)): The beginning enrollment on the 2011 CAR does not match the ending 
enrollment on the 2010 CAR. The ending enrollment reported on the 2010 CAR is 1,071 
while the beginning enrollment reported on the 2011 CAR is 887. Consequently, the team is 
nable to verify the 2011 AIR. It should be noted that the difference could significantly lower 

the campus's 2011 CAR retention rate. 

4.62 Was the team able to verify the retention rate for the campus and for each program as reported 
on the Campus Accountability Report (CAR) last submitted to the Council? 
[gj Yes D No D Not Applicable 

4.63 Are students who receive financial aid counseled concerning their student loan repayment 
obligations? 
[gj Yes D No D Not Applicable (campus does not participate in financial aid) 

4.64 Describe the process the campus utilizes to ensure that students are counseled concerning their 
student loan repayment obligations. 
During their initial and subsequent interviews with the financial aid officer, students are 
counseled on student loan obligations. Students view an on-line program and are full 
informed about the repayment obligations before signing any financial aid agreements. Upon 
enrollment, students are further counseled about loan repayment obligations and must sign a 
form indicating that they have received the counseling. The form is placed in the student' 
fina ncial aid file. When students withdraw, the financial aid officer sends letters and makes 
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calls to student s to alert them about their loan obligations. Graduates must have exit intervie ~ 
and on-line advising before graduation. 

The student advocate/default prevention specialist presents information on financial ai 
obligation s in the Psycho logy of Success classes, usually during the first quarter for mos 
students, and in the Career Mark eting classes for student s who are close to graduation . 
Students are inform ed to keep the Direct Lendin g authority advised of their current addresses 
phone numbers, and other relevant demographic information. They are also given a review o 
their right s and responsibilities toward the repayment of their loans. For student s who 
withdraw, the student advocate, default prevention s ecia list works with them to help mana ge 
their debt. 

4.65 Describe the extracmTicular activities of the campus (if applicable). 
The camp us offers activities such as holida y parti es, graduation get togethers, and informa 
potlu cks to encourage students to bond with one another. The campu s also emph asizes 
student involvement in the comm unity to includ e participation in health fairs, supportin g the 
Special Olympi cs, and visiting nursing home s. In addition, the camp us offers students an 
opportunity to join, if qualified, Alpha Beta Kappa , the national honor soc iety recognizing 
excffi tional scholastic achievement. 

GENERAL COMMENTS: 
he team comm ends the campu s for its program to provide a free refresher course for any graduat e 

who wants to come back for further study in a course already taken. This opportunity may be helpfu 
as student s move from one caree r path to another. In addition, the team commends the campu s for 
placing the photo graphs and storie s of past grad uates on campus walls. The messages under each 
Eicture are models for futur e graduates who aspire to similar success . Lastly, the team commends the 
campu s for its low defau lt rate of 6.9%, nearly 2% below the nation al average . The work of the 
student advoca te/default prevention specialist is making a positive imp act on student s to repay theiii 
loan obligations. 

EDUCATIONAL ACTIVITIES 

FOR ALL PROGRAMS 

5.01 Are the credentials awarded by the camp us in compliance with its accreditation approva l and 
in compliance with appl icable state laws? 
[XI Yes D No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are 
this person's qualifications? 
Ms. Diane McPherson is the vice president of education. She holds a bachelor's in Business 
Admini stration, 19 credits in management and 23 years experience in higher education. 

5.03 Does this person have appropri ate academic or experiential qualifications? 
[XI Yes D No 
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5.04 Describe how the campus makes prov1s1ons for program administrators to have sufficient 
authority and respons ibility for the development and administration of the programs. 
Programs are managed by either lead instructors who report to the dean of academic affairs or 
subject matter specialists who report directly to the lead instructors. Lead instructors and subject 
matter special ists are responsible for managing their program's curriculum, faculty, and students . 
Additionally, they are members of the camp us's curriculum comm ittee. 

5. 05 Is the time devoted to the administration of the educat ional programs sufficient? 
C8]Yes D No 

5.06 Is there a published policy on the responsibility and authority of faculty m academic 
governance? 
C8J Yes D No 

5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program. 
C8]Yes D No 
(b) Selection of course materials, instructional equipment and other educational resources. 
C8J Yes D No 
(c) Systematic evaluation and revision of the cmTiculum. 
C8]Yes D No 
(d) Assessme nt of student learning outcomes. 
0Yes 0No 
(e) Planning for institutional effectiveness. 
C8]Yes D No 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
C8J Yes D No 

5.09 Does the camp us has any programs that require specialized programmatic accred itation to obtain 
entry-level employment or licensure by the state in which the campus is approved? 
D Yes C8J No (Skip to question 5.10) 

5.10 Are the educat ional programs consistent with the campus' m1ss1on and the needs of its 
students? 
C8J Yes D No 

5.11 Do the formation of policies and the design of educat ional programs invo lve students, 
grad uates, administrators, faculty, and other interested parties such as advisory committees? 
C8J Yes D No 

5. 12 What provisions are made for individu al differences among students? 
Students are able to demonstrate proficiency to receive credit for previous experience and can 
transfer credit into their programs. Additiona lly, the campus offers tutorial assistance to those 
students in need. 
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5.13 Describe the system in place to evaluate, revise, and make changes to the curriculum. 
Curriculum revision occurs at both the campus level and corporate level. The campus has two 
forums in which to evaluate and revise the curriculum: at faculty meetings or at curriculum 
meetings. All curriculum changes stemming from the campus level must be documented via the 
curriculum update form. Additionally, feedback is received from the advisory board regarding 
curriculum revision. 

5.14 Does the faculty participate in this process? 
C8J Yes D No 

5.15 Is credit appropriately converted in relation to total student contact hours in each class? 
C8J Yes D No 

5.16 If the campus awards academic credit to students who demonstrate subject competency based 
on academic, occupational, or personal experiences, is there an established systematic method 
for evaluating and awarding academic credit to which the campus adheres? 
C8J Yes D No D Not Applicable (campus does not award such credit) 

If Yes, is there appropriate documentation of the assessments of knowledge, skills, or 
competencies required? 
C8J Yes D No 

5.17 Are courses and breaks scheduled appropriately, given the students' academic background and 
the coursework involved? 
C8J Yes D No 

5.18 Are the following appropriate to adequately support the number and nature of the general 
education courses? (If only nondegree programs are offered with no general education courses, 
skip to 5.19) 
(a) Facilities. 
C8J Yes D No 
(b) Instructional equipment. 
[g!Yes D No 
(c) Resources. 
C8J Yes D No 
(d) Personnel. 
[g!Yes D No 

5.19 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 
C8J Yes D No 

5.20 Are the quantity and type of instructional materials and equipment proportionate to the size of 
the campus and types of programs? 
C8J Yes D No 
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5.21 Based on the team 's observation of the instructional materials used, interviews with students and 
faculty, and a review of software licenses, is the campus in compliance with applicable licensing 
and copyright laws? 
C2J Yes D No 

5.22 Are official transcripts for all qualifying credentials and for those credentials listed in the catalog 
on file for all instructors? 
C2J Yes D No 

5.23 Have faculty transcript s from institution s not accredited by agencies recognized by the United 
States Department of Education been translated into English and evaluated by a member of the 
Association of International Credential Evaluators (AICE) or the National Association of 
Credential Evaluation Services (NACES) to determine the equivalency of the credentials to 
credentials awarded by institutions in the United States? 
D Yes C2J No D Not Applicable (no faculty members hold foreign credentials) 

If No, insert the section number in parentheses and explain: 
(Section 3-1-541): Foreign transcripts have not been translated in English and evaluated by a 
member of NACES or AICE for the following faculty members: 
• Dr. Jamal Avid - bachelor of science degree in Biology from the University of Punjab , India; 
• Ms. Firehiwot Dado - master's degree in Education Administration from the Cambrid e 

University, England; 
• Mr. Geoffrey Mutai - master of architecture from University of Monterrey, Mexico; and 
• Ms. Annette John - doctor of medicine degree from Universidad Latinoamericana, Ecuador. 

5.24 Is there documented evidence of a systematic program of in-service training at the campus? 
C2J Yes D No 

If Yes, how is this documented? 
The campus exhibited a binder entitled Faculty In-Service which contained sign-in sheets, 
agendas, and handouts from the 2011 in-service session. 

5.25 Is there evidence that appropriate faculty development plans have been developed and 
implemented annually, including documentation to support completed activities listed on the 
plans? 
C2J Yes D No 

5.26 Is there evidence that full-time and part-time instructors participate in regularly scheduled 
faculty meetings? 
C2J Yes D No 

5.27 Is there an adequate core of full- and/or part-time faculty to assure sound direction and 
continuity of development for the educational programs? 
C2J Yes D No 
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FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

5.28 Does the program include at least 10 semester hours, 15 quarter hours, or their equivalent and 
no more than 15 semester hours, 22.5 quarter hour s, or their equiva lent in general education or 
applied general education courses? 
IZ] Yes D No 

5.29 Are the general education and/or applied general education courses relevant to the chosen 
degree , and do they meet Council standards? 
IZ] Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE 'S, AND BACHELOR'S 
DEGREES ONLY 

5.30 Are instructor s teachin g general education courses assigned in keeping with the minimum 
requirem ents as stated in the A ccreditation Criteria? 
IZ] Yes D No 

EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location, square 
footage , distribution of space, parking situation and any other pertinent information). 
In December 2010, the campus relocated to a former Circuit City facility in a mall typ 
environment located at 1854 Jupiter Range Boulevard in Billings, Wyoming. The facility is 
17,000 square feet and provides updated student service and classroom areas. An expanded 
massage clinic as well as a spacious student lounge, computer and medical labs, and modem 
classrooms accentuate the facility. The campu s provides adequate parking and is wen 
illuminat ed. The facilit)'. resents a businesslike atmos here and is conducive to an 
educational environm ent. 

6.02 Does the campus utilize any additional space locations? 
IZ] Yes D No 

6.03 Does the campus utilize campus additions? 
0Yes IZ]No 

6.04 Are all facilities (including additional space and campus additions) appropriate for the size of 
the student population and the programs offered? 
IZ] Yes D No 

6.05 Are the following appropr iate to support the student population and the programs offered at all 
locations (including additional space and campus additions)? 
(a) Equipment. 
IZ] Yes D No 
(b) Instructional tools. 
IZ] Yes D No 
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( c) Machinery. 
~Yes 0No 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, 
and sanitation regulations? 
~ Yes D No D Not Applicable 

PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, number, and volume if 
~te)? 
The team used the ABC Institute of Business & Medical Careers catalog 10, volume V, dated 
September 25, 20 11, during the on-site evaluation. 

7.02 Does the self-study or additional location application part II accurate ly portray the campus? 
~Yes 0No 

7.03 Does the campus publish a catalog that is appropri ately printed and bound and available to all 
enrolled students? 
~Yes 0No 

7 .04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
~Yes 0No 
(b) An indication of the year or years for which the catalog is effective on the front page or 

cover page. 
~Yes 0No 
( c) The names and titles of the administrators. 
~Yes 0No 
(d) A statement of legal control which includes the names of trustees, directors, and officers of 

the corporat ion. 
~Yes 0No 
( e) A statement of accreditation 
~ Yes D No D Not Applicable (initial app licant) 
(f) A mission statement. 
~Yes 0No 
(g) A listing of full-time faculty members which lists all qualifying credentials held along with 

the award ing institution and the area of teaching specialization. 
~Yes 0No 
(h) An academic calendar. 
~Yes 0No 
(i) A full disclosure of the admission requirements. 
~Yes 0No 
(j) A statement for each curriculum offered that includes a statement of objective or purpose; an 

accurate and complete listing of all courses in the cunicul um with a unique identify ing 
number and title, the credit or clock hours awarded; the total credit or clock hours required 
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to complete the curriculum; any necessary requirement s for certification, licensing, or 
registration needed to work in the field; and any additional requirements that must be met to 
complete the curriculum. 

~Yes 0No 
(k) A description of each course offered that includes the identifying number , title, credit or 

clock hours awarded, a concise description of the course contents, and any necessary 
prerequisites . 

~Yes 0No 
(l) An explanation of the grading system that is consistent with the one that appears on the 

student transcript. 
~Yes 0No 
(m) A definition of the unit of credit. 
~ Yes D No D Not Applicable (The campus does not award credit) 
(n) A complete explanation of the standards of satisfactory academic progress. 
~Yes 0No 
(o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of 

the requirements necessary for completion of each. 
~Yes 0No 
(p) The transfer of credit policy. 
~Yes 0No 
(q) A statement of the tuition, fees, and any other charges. 
~Yes 0No 
(r) A complete and accurate listing of all scholarships offered. 
~ Yes D No D Not Applicable (no scholarships offered) 
(s) The refund policy. 
~Yes 0No 
(t) A statement describing the student services offered. 
~Yes 0No 
(u) A student grievance policy that includes the name and address of ACICS (may be in the 

student handbook instead of catalog). 
~ Yes D No D Not Applicable (initial applicants only) 

7.05 Does the campus offer degree program s? 
~Yes 0No 
If Yes, does the catalog contain the following? 
(a) An explanation of the course numbelin g system (for all levels). 
~Yes 0No 
(b) Identification of courses that satisfy general education requirement s (for occupationa l 

associate's, academic associate's, and bachelor 's degrees only). 
~Yes 0No 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes ~ No (Skip to Question 7.07.) 

7.07 Does the catalog contain an addendum/supplement? 
~ Yes D No (Skip to Question 7.08.) 
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If Yes, is it appropriate? 
~Yes 0No 

7.08 Is the catalog available online? 
D Yes ~ No (Skip to Question 7.09.) 

7.09 Does the campus utilize a multiple-school catalog? 
~ Yes D No (Skip to Question 7.10.) 

If Yes, answer the following : 
(a) Are all campuses using the same catalog of common ownership? 
~Yes 0No 
(b) Are all photographs utilized properly labeled to identify the location depicted? 
~Yes 0No 
(c) Are faculty and staff listings properly identified with respect to the campus to which they 

belong? 
~Yes 0No 

7.10 Is all advertising and promotional literature, including the campus' Web site, truthful and 
dignified? 
~Yes 0No 

7.11 Is the c01Tect name of the campus listed in all advertising, web postings and promotional 
literature? 
~Yes 0No 

7 .12 Where does the ca!!_lPUS advertise ( ublications, online, etc.)? 
The campus advertises online and in local print media sources along with direct mailings. 

Are the advertisements under acceptable heading s? 
~Yes 0No 

7.13 Does the campus use endorsements, commendations, or recommendation s in its advertising? 
D Yes ~ No (Skip to Question 7.14.) 

7.14 Does the campus utilize services funded by third parties? 
D Yes ~ No (Skip to Question 7.15.) 

7.15 Does the campus avoid offering monetary incentives to attract students or for failure in job 
placement? 
~Yes 0No 

7.16 Is the phrase "for those who qualify" properly referenced in all advertising that mentions 
financial aid? 
~ Yes D No D Not Applicable (campus does not participate in financial aid) 
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7 .17 Does the campus routinely provide reliable information to the public on their performance, 
including student achievement? 
~ Yes D No D Not Applicable (Campus is being reviewed prior to the effective 
date of October 1, 2011) 

If Yes, where is this information published and how frequently is this information being 
updated? 
The information is published on the campus website for all consumers as well as used in the 
enrollment and admissions processes for incoming students. The information is updated yearly. 

LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resources? 
~Yes 0No 

8.02 Does the campus ensure access of library resources to all faculty and students, including 
students at nonmain campuses? 
~Yes 0No 

8.03 Does the campus provide training and support to faculty and students in utilizing library 
resources as an integral part of the learning process? 
~Yes 0No 

8.04 Are adequate staff provided to support the development, organization of the collection, and 
access of library resources? 
~Yes 0No 

8.05 Describe how the campus develops continuous assessment strategies for resources and 
information services? 
Librar y acquisitions and maintenance is a joint effort of all the campuses. Each facult )l 
member is encouraged to review the existing library contents in relation to their area of stud 
and forward suggestions to the a ro riate lead instructor or subject s ecialist. 

Are these methods appropriate? 
~Yes 0No 

8.06 Is the library staff adequately trained to support the library? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE'S, BACHELOR'S , AND 
MASTER'S DEGREES ONLY 
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8.07 Is the campus' established annual budget appropriate to the size and scope of the campus and 
the programs offered, and is the allocation appropr iately expended for the purchase of books, 
periodicals, library equipment, and other resource and reference materials? 
~Yes 0No 

8.08 What is the amount of the current year 's library budget excl uding personnel allocations? 
The current year' s librar y budget is $25, 000. 

8.09 What portion of the cmTent year's library budget has been spent and how has the money been 
allocated? 
The campus has spent approximately $9,900 to date of its annual budget. This money has been 
allocated to online subscriptions, journ als and program-specific reference texts. 

8.10 Is there evidence that the faculty have major involvement in the selection of library resources? 
~Yes 0No 

8.11 Are the library hours adequate to accommoda te the needs of all students? 
~Yes 0No 

FOR NONDEGREE PROGRAMS ONLY 

8.25 Are appropriate reference materials and periodicals available for all programs offered? 
~Yes 0No 

8.26 Are the instructional resources organized for easy access, usage, and preservation? 
~Yes 0No 

8.27 Is there a current inventory of instructional resources? 
~Yes 0No 

8.28 Does the campus have appropriate and sufficient instructional resources, equipment, and 
materials to meet its educational program objectives and the needs of its students? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

8.29 Has the campus designated an individual with the ability to maintain the resources and to 
assist students and faculty? 
~Yes 0No 

8.30 Do the resources include the study, reading, and information technology facilities necessary to 
support the effectiveness of all the courses and programs offered by the campus? 
~Yes 0No 

8.31 Is there a cmTent inventory of instructional resources, including online resources? 
~Yes 0No 



Ver. August 2011 ACICS REEVALUATION REPORT Page 28 of 50 

8.32 Are the resources organized for easy access and usage? 
~Yes 0No 

8.33 Is it evident that faculty encourages the use of the library? 
~Yes 0No 

8.34 Do the library holdings, including online collections, support all of the offerings of the 
campus? 
~ Yes 0No 

CERTIFICATE IN ADMINISTRATIVE ASSISTANT 

OCCUPATIONAL ASSOCIATE 'S DEGREE IN BUSINESS AND 
ACCOUNTING 

FOR ALL PROGRAMS 

9.01 Is licensure, certification or registration required to practice in the specific career field? 
0Y es ~No 

9.02 Who is assigned to administer the academic program(s), and what are this person's 
qualifications? 
Mr. Jack Mago is the lead business instructor. Mr. Mago has been with the organization since 
2005. He holds a bachelor's degree in Journalism with a minor in Business Administration 
from the University of Wisconsin-Eau Claire. Mr. Mago has experience related to marketing, 
banking, human resources, and facility operations. He has been a marketing assistant, 
operations manager, and circulation director . Mr. Mago possesses the appropriate background, 
experience, and education to function in his role of lead business instructor. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
~Yes 0No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for 
the development and administration of the educational program(s)? 
~Yes 0No 

9.05 Are the time and resources devoted to the administration of the educational program(s) 
sufficient? 
~Yes 0No 

9.06 List the community resources and how they are utilized to enrich the program(s). 
Students go on field tri s, have guest spe akers, and benefit from an advisory board. 

9.07 Are these resources sufficient? 
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IZ]Yes □ No 

9.08 Does the curriculum evidence a well-organized sequence of approp riate subjects lead ing to an 
occupational objective, an academic credential, or both? 
IZJ Yes D No 

9.09 Does the cata log and/or other advertising material such as brochures and web site, accurately 
describe the program and its objectives? 
IZJ Yes D No 

9.10 For programs that includ e practica, extemsh ips, or intern ship s, does the instit ution have a 
written and mutually signed agreement that outlines the arrangement between the institution 
and the practicum site, including specific learning objectives, course requirements, and 
eva luat ion crit eria? 
IZ] Yes D No D Not Applicable (these eleme nts are not part of the program or no 
student is far enough along in the program) 

9.11 Does the program use independent studies? 
D Yes IZ] No (Skip to Question 9. 13.) 

9 .13 Are the curricu lum and length of the program appropriate to meet the educationa l and placement 
objectives of the program? 
IZJ Yes D No 

The structure of the curriculum provides students with emp loyable ski lls in accounting and 
business. 

9.14 Are course prereqms1tes appropriate, are they ident ified in the ca talog and on the course 
syllabi, and are they being followed? 
IZ] Yes D No 

9. 15 Is an appropriately detailed syllab us on file for each course? 
IZJ Yes D No 

9.16 Do students confirm that they receive a cou rse syllabus and that it is followed? 
IZJ Yes D No 

9.17 Are the courses ava ilab le when neede d by the stude nt in the normal pursuit of a program of 
study? 
IZJ Yes D No 

During discussions with student s and reviewin g tran scr ipts, the team dete rmined that courses 
are available when student s need them for their rogram of study. 
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9.18 Was the team able to verify the backup documentation to support the placement rate for the 
program( s) as reported on the last Annual Institutional Report /Camp us Accountability Report 
submitted to the Council? 
~ Yes D No D Not Applicable (there have been no graduates) 

How many calls to employers or graduates were attempted? 
he following number of calls was made to em lo ers for the following PfOgrams: 

Certificate in Administrative Assistant - 5 ,__ _______ _ 
OccuP.ational Associate's degree in Business and Accounting - 15 

How many calls to employers or graduates were successfu l? 
he following numbers of calls, by program, were successful: 

Certificate in Administrative Assistant - 5 
Occupationa l Associate's degree in Business and Accounting - 15 

How many of the calls where contact was made with employers or graduates confirmed the 
employment of the graduate as reported on the AIR? Please explain any discrepancy between 
the number of successful contacts and confirmations. 
All of the calls where contact was made confirmed the employment of the graduates as reported 
on the 2011 CAR. 

9.19 Was documentation on file to verify graduates classified on the AIR/CAR as "not available for 
placement "? 
D Yes D No ~ Not Applicable 

9.20 Are the following appropriate to adequately support the number and nature of the program ? 
( a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
( c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

The camp us is a relatively new structure which has provided teachers with very current 
instructional equipment and faci lities that aid in the delivery of their instruction. 

9.21 Are the following elements appropriately incorporated into the instructional components of the 
program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d)Appropriate modes of instructional delivery. 
~Yes 0No 
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(e) The use of appropriate assessment strategies. 
~Yes 0No 
(f) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS , AND OCCUPATIONAL ASSOCIATE'S DEGREES 
ONLY 

9.22 Are all faculty assigned to teach in no more than three fields of instruction, with no more than 
five preparations? 
~Yes 0No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE 'S, ACADEMIC 
ASSOCIATE'S, AND BACHELOR'S DEGREES ONLY 

9.23 Do the faculty members' qualifications meet the minimum requirements outlined in the 
Accreditation Criteria, and are their qualifications academically and experientially appropriate 
to the subject matter they teach and the level of the credential awarded? 
~Yes 0No 

9.24 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0No 

The small class size allows for individualized attention . During interviews with students, they 
promoted small class size as one the greatest benefits of going to school on this campus. 

FOR OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE'S, BACHELOR'S AND 
MASTER'S DEGREES ONLY 

9.25 Is an adequate core of full- and part-time faculty employed to ensure sound direction and 
continuity of development for the program? 
~Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Do all instructors teach no more than 32 hours per week (except for an overload of one subject 
allowed with additional compensation)? 
~Yes 0No 

9.28 What is the current student/teacher ratio? 
The current student/teacher ratio is 7: 1. 

9.29 Is the current student-teacher rat io reasonable for the mode of delivery and course content? 
~Yes 0No 
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FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.30 Is the number of hours required to complete the occupational associate's degree at least 60 
semester hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period 
of four semesters, six quarters, or the equivalent? 
IZ] Yes D No 

9.31 Does the curriculum quantitatively and qualitatively approximate the standards at other 
collegiate institutions offering the same degree? 
IZ] Yes D No 

Each program prepares students for entry-leve l positions in many business environmen ts. 

9.32 Is enrollment in the second academic year of the two-year program sufficient to support 
regularly scheduled classes? 
IZ] Yes D No D Not Applicable (no students in the second year) 

9.33 Are the second-year courses based upon appropri ate first-year prerequisites? 
IZ] Yes D No 

DIPLOMA IN MEDICAL ASSISTING 

OCCUPATIONAL ASSOCIATE'S DEGREE IN MEDICAL ASSISTING 

OCCUPATIONAL ASSOCIATE'S DEGREE IN MEDICAL BILLING AND 
CODING SPECIALIST 

FOR ALL PROGRAMS 

9.01 Is licensure, certification or registration required to practice in the specific career field? 
Yes IZ] No 

9.02 Who is assigned to administer the academic program(s), and what are this person's 
qualifications? 
Ms. Angela Hyslop is the allied health programs lead instructor. Ms. Hyslop holds a diploma 
in Medical Assisting from the Institute of Business and Medical Careers and has more than 20 
years of experience as a medical assistant. Ms. Hyslop worked in phlebotomy at United Blood 
Services. She also has worked as a medical assistant at Billings Medical Specialists and the 
Urology Care Clinic before joinin g ABC as an instructor. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
D Yes IZ] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): Ms. Hyslop, while qualified to administer the Medical Assistant programs, 
does not possess appropriate academic or experiential qualifications to lead the Medical Billing 
and Coding SP.ecialist P.rogram. Ms. HY.slop has no apP.licable experience in the area of billing 
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and coding and does not currentl have anY. curriculum assistance from someone with sucH 
background. 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for 
the development and administration of the educational program(s)? 
IZ] Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) 
sufficient? 
IZ] Yes D No 

9.06 List the community resources and how they are utilized to enrich the program(s). 
Community resources include field trips, externships, school newsletters, and occasional guest 
speakers within the field of allied health. These resources allow the students to see and hear 
"real life" experiences in the field of allied health and how it will affect them as they enter into 
their chosen careers. 

9.07 Are these resources sufficient? 
IZ] Yes D No 

9.08 Does the cmriculum evidence a well-organized sequence of appropriate subjects leading to an 
occupational objective, an academic credential, or both? 
IZ] Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately 
describe the program and its objectives? 
IZ] Yes D No 

9.10 For programs that include practica, extemships, or internships, does the institution have a 
written and mutually signed agreement that outlines the arrangement between the institution 
and the practicum site, including specific learning objectives, course requirements, and 
evaluation cd teria? 
IZ] Yes D No D Not Applicable (these elements are not part of the program or no 
student is far enough along in the program) 

The team observed and interviewed staff working in the ABC summer day camp program. The 
camp area was divided into two sections based on age group. Twenty children, four through 
seven years of age; and thirty children, eight through twelve years of age are divided 
appropriately in large well-equipped classrooms on the campus. The summer camp program is 
offered free to registered students at the campus from 8:00 a.m. to 4:00 p.m. Monday through 
Thursday. This service is provided as the result of a grant proposal that was written by a facultY, 
member and was awarded to the campus. Work study students and child professionals worki 
with the campers in engaging activities and accompany them on fun field tri s. ABC is 
commended for this viable service to their students and the children involved. 

9 .11 Does the program use independent studies? 
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0 Yes ~ No (Skip to Question 9.13.) 

9.13 Are the curriculum and length of the program appropri ate to meet the educational and placement 
objectives of the program? 
~Yes 0No 

9.14 Are course prerequisites appropriate, are they identified in the catalog and on the course 
syllabi, and are they being followed? 
~Yes 0No 

9.15 Is an appropriately detailed syllabu s on file for each course? 
~Yes 0No 

9. 16 Do students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the norma l pursuit of a program of 
study? 
~Yes 0No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the 
program(s) as reported on the last Annual Institutional Report/Camp us Accountability Report 
submitted to the Council? 
~ Yes D No D Not Applicable (there have been no graduates) 

How many can s to employers or graduates were attempted? 
The following number of calls was made to employers for the following programs : 
Diploma in Medical Assis ting - 1 
Occupational Associa te's Degree in Medical Assis ting - 2 
Occupational Assoc iate's Degree in Medical Billin g and Coding - 3 

How many calls to employers or graduates were successful? 
The following number of calls by programs was successfu l : 
Diplom a in Medical Assisting - 1 
Occupational Assoc iate's Degree in Medical Assisting - 2 
Occupational Associate's Degree in Medical Billing and Coding - 3 

How many of the cans where contact were made with employers or graduates confirmed the 
employment of the graduate as reported on the AIR/CAR? Please explain any discrepancy 
between the number of successful contacts and confirmatio ns. 
All of the calls confirmed the em loyment of the raduates as re orted on the 2011 CAR. 

9.19 Was documentation on file to verify graduates classified on the AIR/CAR as "not available for 
placement"? 
~ Yes D No D Not Applicable 
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9.20 Are the following appropri ate to adequately support the number and nature of the program? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

9.21 Are the following elements approp riately incorporated into the instructional components of the 
program? 
(a) Systematic planning. 
~ Yes 0No 
(b) Well -defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d)Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropri ate assessmen t strategies. 
~Yes 0No 
(f) The use of appropri ate experiences. 
~ Yes 0No 

FOR NONDEGREE PROGRAMS , AND OCCUPATIONAL ASSOCIATE'S DEGREES 
ONLY 

9.22 Are all faculty assigned to teach in no more than three fields of instruction, with no more than 
five preparations? 
~Yes 0No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S , ACADEMIC 
ASSOCIATE'S, AND BACHELOR 'S DEGREES ONLY 

9.23 Do the faculty members' qualifications meet the minimum requirements outlined in the 
Accreditation Criteria, and are their qualifications academica lly and experientially appropria te 
to the subject matter they teach and the leve l of the credential awarded? 
~Yes 0No 

9.24 Is the size of the faculty appropriate to the total student enrollmen t? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE 'S, BACHELOR'S AND 
MASTER'S DEGREES ONLY 
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9.25 Is an adequate core of full- and part-time faculty employed to ensure sound direction and 
continuity of development for the program? 
~Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE 'S DEG REES ONLY 

9.27 Do all instructors teach no more than 32 hours per week (except for an overload of one subject 
allowed with additional compensation)? 
~Yes 0No 

9.28 What is the current student/teacher ratio? 
The current student/teacher ratio is 8: 1 in the Medical Assisting programs and 12: 1 in the 
Medical Billing and Coding program. 

9.29 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.30 Is the number of hours required to complete the occupational associate's degree at least 60 
semester hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period 
of four semesters, six quarters, or the equivalent? 
~Yes 0No 

9.31 Does the curriculum quantitatively and qualitatively approximate the standards at other 
collegiate institutions offering the same degree? 
~Yes 0No 

9.32 Is enrollment in the second academic year of the two-year program sufficient to support 
regularly scheduled classes? 
~ Yes D No ~ Not Applicable (no students in the second year) 

9.33 Are the second-year courses based upon appropriate first-year prerequisites? 
~Yes 0No 

OCCUPATIONAL ASSOCIATE'S DEGREE IN PHARMACY TECHNICIAN 

FOR ALL PROGRAMS 

9.01 Is licensure, certification or registration required to practice in the specific career field? 
~Yes 0No 

If Yes, describe how the program(s) provide students with the necessary skills to obtain 
licensure, certification or other registration necessary to practice in the specific occupational or 
professional area. 
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The program offers practice certification exams as well as an excellent curriculum. 

If Yes, What is the pass rate for the past two years of graduates for these programs? (If pass rates 
are unavailable, please explain.) 
The pass rate is 100% (1 student) . Students have to obtain national certification in order to 
obtain state licensure before being placed on externship. 

9.02 Who is assigned to administer the academic program(s), and what are this person's 
qualifications? 
Ms Angela Hyslop is the allied health program lead instructor. Ms. Hyslop holds a diploma in 
Medical Assisting from the Institute of Business and Medical Careers. Ms. Hyslop is 
supported by Ms. Bobbie Walters, Pharmacy Technician subject matter expert. Ms. Walters 
has pharmacy experience, as well as certification from the Pharmacy Technician Certification 
Board (PTCB), a Wyoming pharmacy license, and an occupational associate's degree in 
Medical Assisting. During the visit, the job description of Ms. Bobbie Walters was amended 
to include her duties as sub· ect matter ex ert for the Pharmac Technician ro ram. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[gj Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for 
the development and administration of the educational program(s)? 
[gj Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) 
sufficient? 
[gj Yes D No 

9.06 List the community resources and how they are utilized to enrich the program(s). 
There have been several guest speakers brought in from hospital pharmacies to lecture about the 
real-life aspects of being a pharmacy technician and what to expect when graduation arrives. 
One of the adjunct instructors is a pharmacist and brings daily experiences to the classroom for 
open discussion and critical thinking on a continual basis. Although there haven't been any 
students to progress to the externship status thus far, the extemship coordinator and the program 
director have already started working together to insure the students will have suitable training 
and evaluation from local hospital, retail, and distribution pharmacies. 

9.07 Are these resources sufficient? 
[gj Yes D No 

9.08 Does the curriculum evidence a well-organized sequence of appropriate subjects leading to an 
occupational objective, an academic credential, or both? 
[gj Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately 
describe the program and its objectives? 
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IZ]Yes □ No 

9.10 For programs that include practica, extemsh ips, or internships, does the institution have a 
written and mutually signed agreement that outlines the arrangement between the institution 
and the practicum site, including specific learning objectives, course requirements, and 
evaluation criteria? 
IZ] Yes D No D Not Applicable (these elements are not part of the program or no 
student is far enough along in the program) 

9.11 Does the program use independent studies? 
D Yes IZ] No (Skip to Question 9. 13.) 

9.13 Are the cunicu lum and length of the program appropriate to meet the educational and placement 
objectives of the program? 
IZJ Yes D No 

9.14 Are course prerequisites appropriate, are they identified in the catalog and on the course 
syllabi, and are they being followed? 
IZJ Yes D No 

9.15 Is an appropriately detailed syllabus on file for each course? 
IZ] Yes D No 

9.16 Do students confirm that they receive a course syllabus and that it is followed? 
IZJ Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of 
study? 
IZJ Yes D No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the 
program(s) as reported on the last Annual Institutional Report/Campus Accountability Report 
submitted to the Council? 
D Yes D No IZ] Not Applicable (there have been no graduates) 

9.19 Was documentation on file to verify graduates classified on the AIR/CAR as "not available for 
placement"? 
D Yes D No IZ] Not Applicable 

9.20 Are the following appropriate to adequately support the number and nature of the program? 
(a) Facilities. 
IZ] Yes D No 
(b) Instructional equipment. 
IZJ Yes D No 
( c) Resources. 
IZ] Yes D No 
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(d) Personnel. 
~Yes 0No 

9.21 Are the following elements appropriately incorporated into the instructional components of the 
program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d)Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strategies. 
~Yes 0No 
(t) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES 
ONLY 

9.22 Are all faculty assigned to teach in no more than three fields of instruction, with no more than 
five preparations? 
~Yes 0No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC 
ASSOCIATE'S, AND BACHELOR'S DEGREES ONLY 

9.23 Do the faculty members ' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualificatio ns academically and experientially appropr iate to the subject matter 
they teach and the level of the credential awarded? 
[;8J Yes D No 

9 .24 Is the size of the faculty appropriate to the total student enrollment? 
[;8J Yes D No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S AND 
MASTER'S DEGREES ONLY 

9.25 Is an adequate core of full- and part-time faculty employed to ensure sound direct ion and contin uity of 
development for the program? 
[;8J Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE 'S DEG REES ONLY 

9.27 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compen sation)? 
[;8J Yes D No 
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9.28 What is the current student/teacher ratio? 
The current student/teacher ratio is 6: 1. 

9.29 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
IZ] Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.30 Is the number of hours required to complete the occupationa l associate's degree at least 60 
semester hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period 
of four semesters, six quarters, or the equivalent? 
IZ] Yes D No 

9.31 Does the curriculum quantitatively and qualitative ly approximate the standards at other 
collegiate institutions offering the same degree? 
IZ] Yes D No 

9.32 Is enrollment in the second academic year of the two-year program sufficient to support 
regularly scheduled classes? 
IZ] Yes D No D Not Applicable (no students in the second year) 

9.33 Are the second-year courses based upon appropriate first-year prerequisites? 
IZ] Yes D No 

GENERAL COMMENTS: 
he State of Montana requires state registration and national (PTCB) certification. The campus has 

· ncluded the price for the certification exam and the registration fee in the price of the tuition. While 
the team was onsite, a laminar flow hood was purchased for the pharmacy lab and evidence was 
provided showing that the campus is providing students with institutional pharmacy experience. 
During the visit, the job description of Ms. Bobbie Walters was amended to include her duties as 
sub'ect matter ex ert for the Pharmac Technician ro ram. 

OCCUPATIONAL ASSOCIATE 'S DEGREE IN PARALEGAL STUDIES 

FOR ALL PROGRAMS 

9.01 Is licensure, certification or registration required to practice in the specific career field? 
D Yes IZ] No 

9.02 Who is assigned to administer the academic program(s), and what are this person's 
qualifications? 
Mr. Jack Mago is the program lead instructor for the Paralegal Studies program. Mr. Mago has 
a bachelor's degree in Journalism (Communications) and a minor in Business Administration 
from the University of Wisconsin -Eau Claire. Although Mr. Mago does not have paralegal 
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expelience, he is supported by Ms. Carol Gilliam, subject matter expert for the Paralegal 
Studies program. Ms. Gilliam holds a bachelor's degree from the University of Colorado and 
a juris doctor degree from the University of Denver. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
IZ] Yes D No 

9.04 Is there evidence that the program administrator has sufficient autholity and responsibility for 
the development and administration of the educational program(s)? 
IZ] Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) 
sufficient? 
IZ] Yes D No 

9.06 List the community resources and how they are utilized to enrich the program(s). 
Students go on field trips, have guest speakers, and benefit from an advisory board. 

9.07 Are these resources sufficient? 
IZ] Yes D No 

9.08 Does the curriculum evidence a well-organized sequence of appropriate subjects leading to an 
occupational objective, an academic credential, or both? 
IZ] Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately 
describe the program and its objectives? 
IZ] Yes D No 

9.10 For programs that include practica, extemsh ips, or internships, does the institution have a 
written and mutually signed agreement that outlines the arrangement between the institution 
and the practicum site, including specific learning objectives, course requirements, and 
evaluation cliteria? 
IZ] Yes D No D Not Applicable (these elements are not part of the program or no 

student is far enough along in the program) 

9.11 Does the program use independent studies? 
D Yes IZ] No (Skip to Question 9.13.) 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement 
objectives of the program? 
IZ] Yes D No 

9.14 Are course prerequisites appropriate, are they identified in the catalog and on the course 
syllabi, and are they being followed? 
IZ] Yes D No 
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9.15 Is an appropriately detailed syllabus on file for each course? 
~Yes 0No 

9.16 Do students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of 
study? 
~Yes 0No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the 
program(s) as reported on the last Annual Institutional Report/Campus Accountability Report 
submitted to the Council? 
D Yes D No ~ Not Applicable (there have been no graduates) 

9.19 Was documentation on file to verify graduates classified on the AIR/CAR as "not available for 
placement"? 
D Yes D No ~ Not Applicable 

9.20 Are the following appropriate to adequately support the number and nature of the program? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

9.21 Are the following elements appropriately incorporated into the instructional components of the 
program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d)Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strategies. 
~Yes 0No 
(f) The use of appropriate experiences. 
~Yes 0No 
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FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES 
ONLY 

9.22 Are all faculty assigned to teach in no more than three fields of instruction, with no more than 
five preparations? 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC 
ASSOCIATE'S, AND BACHELOR 'S DEGREES ONLY 

9.23 Do the faculty members' qualifications meet the minimum requirements outlined in the 
Accreditation Criteria, and are their qualifications academically and experien tially appropriate 
to the subject matter they teach and the level of the credential awarded? 
IZ! Yes D No 

9.24 Is the size of the faculty appropriate to the total studen t enrollment? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S AND 
MASTER'S DEGREES ONLY 

9.25 Is an adequate core of full- and part-time faculty employed to ensure sound direction and 
continuity of development for the program? 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Do all instructors teach no more than 32 hours per week (except for an overload of one subject 
allowed with additional compensation)? 
IZ! Yes D No 

9.28 What is the current student/teacher ratio? 
The current student/teacher ratio is 4: 1. 

9.29 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.30 Is the number of hours required to complete the occupational associate's degree at least 60 
semester hours, 90 quarter hours , or 1800 clock hours or their equivalent , earned over a period 
of four semesters, six quarters, or the equivalent? 
IZ! Yes D No 

9.31 Does the cun-iculum quantitatively and qualitatively approximate the standards at other 
collegiate institutions offering the same degree? 



Ver. August 2011 ACICS REEVALUATION REPORT Page 44 of 50 

IZ]Yes □ No 

9.32 Is enrollment in the second academ ic year of the two-year program sufficient to support 
regularly scheduled classes? 
IZ] Yes D No D Not Applicable (no students in the second year) 

9.33 Are the second-year courses based upon appropri ate first-year prerequisites? 
IZJ Yes D No 

OCCUPATIONAL ASSOCIATE'S DEGREE IN THERAPEUTIC MASSAGE 

DIPLOMA IN THERAPEUTIC MASSAGE 

FOR ALL PROGRAMS 

9.01 Is licensure, certification or registration required to practice in the specific career field? 
IZJ Yes D No 

If Yes, describe how the program(s) provide students with the necessary skills to obtain 
licensure, certification or other registration necessary to practice in the specific occupational or 
professional area. 
The program provides students with a massage education consisting of a variety of experiences 
through ample lecture and lab time in many types of massage modalities. Students also receive 
clinical experience working with the public. 

If Yes, What is the pass rate for the past two years of graduates for these programs? (If pass rates 
are unavailable, please explain.) 
The pass rates for graduates of the degree program are as follows: 

2009 - 71 % (7 sat for the examination, 5 passed); 
2010 - 49% (35 sat for the examination 17 P.assed. 

The pass rates for the diploma program are as follows: 
2008 - 54% (318 sat for the examination, 173 passed); 
2009 - 80% (115 sat for the examination, 92 passed). 
Rates for 2010 have not been released to the cam us. 

9.02 Who is assigned to administer the academic program(s), and what are this person's 
qualifications? 
Ms. Angela Hyslop is the lead allied health instructor. Ms. Hyslop received her Medica~ 
Assistant diploma from the Institute of Business and Medical Careers in South Collins, CO. 
Ms. Hyslop is supported by the massage therapy subject expert, Mr. Adam Lanning. 
Mr. Lanning has ample experience in the field. Mr. Lanning has a certificate in Massage 
Therapy from the Healing Arts Institute in Ft. Collins, CO along with a current license to 
practice massage. Mr. Lanning also has ample experience working in the spa setting. The 
combined experience of these two individuals qualifies them jointly to oversee the program. 
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9.03 Does this individual possess appropriate academic or experiential qualifications? 
~Yes 0No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for 
the development and administration of the educational program(s)? 
~Yes 0No 

9.05 Are the time and resources devoted to the administration of the educational program(s) 
sufficient? 
~Yes 0No 

9.06 List the communi ty resources and how they are utilized to enrich the program(s). 
The program uses many community resources to enrich the program. These include many charn 
massage events to places like Lowes and the Unitarian Universalist Church as well as field trips 
to a healing arts center, the Aspen Winds retirement home to massage the elderly, a quarry to 
pick hot stones, and the Genesis Spa to see a spa setting. There have also been guest speakers in 
the fields of tax law, reiki, acupuncture, and retirement planning. The most important 
community resource is the in-house massage clinic which allows students to work on clients 
from outside the campus. This provides students an opportunit y to work with clients with a 
variety of body types and massage needs. 

9.07 Are these resources sufficient? 
~Yes 0No 

9.08 Does the curriculum evidence a well-organized sequence of appropriate subjects leading to an 
occupational object ive, an academic credential, or both? 
~Yes 0No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately 
describe the program and its objectives? 
~Yes 0No 

9.10 For programs that include practica, exte mships, or internships, does the institution have a 
written and mutually signed agreement that outlines the arrangement between the institution 
and the practicum site, including specific learn ing objectives, course requirements, and 
evaluation clitelia? 
~ Yes D No D Not Applicable (these elements are not part of the program 

or no student is far enough along in the program) 
9.11 Does the program use independent studies? 

~ Yes D No (Skip to Question 9.13.) 

9.12 Are independent studies used appropriately, and is there a learning contract signed by the 
student and the institution that meets Council standards? 
~Yes 0No 
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9.13 Are the cunicu lum and length of the program appropriate to meet the educational and placement 
objectives of the program? 
~Yes 0No 

9. 14 Are course prerequisites appropriate, are they identified in the catalog and on the course 
syllabi, and are they being followed? 
~Yes 0No 

9. 15 Is an appropriately detailed syllabus on file for each course? 
~Yes 0No 

9. 16 Do students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of 
study? 
~Yes 0No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the 
program(s) as reported on the last Annual Institutional Report/Campus Accountability Report 
submitted to the Council? 
~ Yes D No D Not Applicable (there have been no graduates) 

How many calls to emJJ.!oyers or graduates were attempted? 
The following number of calls was made to employers for the following programs: 
Occupational associate' s degree in Therapeutic Massage - 5 
Di loma in Thera eutic Massage - 2i 

How many calls to employers or graduates were successful? 
The following number of calls, by program was successful: 
Occupational associate' s degree in Therag_eutic Massage - 4 
Diploma in Therapeutic Massage - 2 

How many of the calls where contact were made with employers or graduates confirmed the 
employment of the graduate as repmted on the AIR/CAR? Please explain any discrepancy 
between the number of successful contacts and confumations. 
The following number of calls confirmed employment: 
Occupational associate' s degree in Therapeutic Massage - 4 
Di loma in Thera eutic Massage - 2 

9.19 Was documentation on file to verify graduates classified on the AIR/CAR as "not available for 
placement"? 
~ Yes D No D Not Applicable 

9.20 Are the following appropriate to adequately support the number and nature of the program? 
(a) Facilities. 
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IZJ Yes D No 
(b) Instructional equipment. 
IZ! Yes D No 
(c) Resources. 
IZJ Yes D No 
(d) Personnel. 
IZJ Yes D No 

9.21 Are the following elements appropriately incorporated into the instructional components of the 
program? 
(a) Systematic planning. 
IZJ Yes D No 
(b) Well-defined instructional objectives. 
IZJ Yes D No 
(c) The selection and use of appropr iate and current learning materials. 
IZJ Yes D No 
(d)Appropriate modes of instructional delivery. 
IZ] Yes D No 
(e) The use of appropriate assessment strategies . 
IZJ Yes 0No 
(f) The use of appropriate experiences. 
IZ] Yes D No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES 
ONLY 

9.22 Are all faculty assigned to teach in no more than three fields of instruction, with no more than 
five preparations? 
IZJ Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC 
ASSOCIATE'S, AND BACHELOR 'S DEGREES ONLY 

9.23 Do the faculty members' qualifications meet the minimum requirements outlined in the 
Accreditation Criteria, and are their qualifications academ ically and exper ientially appropr iate 
to the subject matter they teach and the level of the credential awarded? 
IZJ Yes D No 

9.24 Is the size of the faculty appropriate to the total student enrollment? 
IZJ Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S AND 
MASTER'S DEGREES ONLY 

9.25 Is an adequate core of full- and part-time faculty employed to ensure sound direction and 
continuity of development for the program? 
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IZ]Yes □ No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Do all instructors teach no more than 32 hours per week (except for an overload of one subject 
allowed with additional compensation)? 
IZJ Yes D No 

9.28 What is the current student/teacher ratio? 
The current student/teacher ratio is 9: 1. 

9.29 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
IZJ Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.30 Is the number of hours required to complete the occupational associate's degree at least 60 
semester hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period 
of four semesters, six quarters, or the equivalent? 
IZJ Yes D No 

9.31 Does the curriculum quantitatively and qualitatively approximate the standards at other 
collegiate institutions offering the same degree? 
IZJ Yes D No 

9.32 Is enrollment in the second academic year of the two-year program sufficient to support 
regularly scheduled classes? 
IZ] Yes D No D Not Applicable (no students in the second year) 

9.33 Are the second-year courses based upon appropriate first-year prerequisites? 
IZJ Yes D No 
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SUMMARY 

The campus is not in compliance with the Accreditation Criteria in the following areas: 

Citation # (in bold ) Summary Statement (foll owed by report page number) 

The camp us' s 2011 Campus Accountabilit y Report (CAR) could not be 
Section 3-1-303(a) velified (page 17). 

The individual assigned to administer the Medical Billing and Coding 
Section 3-1-511 Specialist does not have the academic or exper iential qualifications (page 32). 

Foreign transcripts have not been translated in English by a member of 
Section 3-1-541 NACES or AICS for some faculty members (page 21). 
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RECOMMENDATIONS 
The evaluation team offers the following recommendations for the campus's consideration (These 

recommendations are not included in the report seen by the Council): 

General: 
• For security and communication, some glass should be installed in the classroom door s. 

Pharmacy Technician: 

• Visiting of various tyP.es of pharmacie s other than the local hospitals. 

Paralegal: 

• The program should consider adding a mock courtroom for simulation purposes 



KRISSLER'S 10 CHAIRING TIP S 

1. Upo n rece ipt of the Visit Memo, email AC ICS coord inato r for camp us director's emai l address . If Visit 
Memo is late, contact AC ICS coordin ator. Memo should be received at least 2 weeks before visit. 
(Somet imes Visit Memo is directed via ema il to campus director; conseq uently, email address is 
avai lable.) 

2. Approximate ly two weeks before visit or upon receipt of materia ls, whichever comes first, e-mail the 
camp us director the approved ACICS welcome letter & e-mail the team eval uators a welcome mes sage 
confirmin g pr e-vis it team meeting and aski ng for their arriva l times. (Persona lize) 

3. Very Next Day telephone the camp us director as promised in the AC ICS letter. 

TELEPHONE CALL TO CAMPUS DIRECTOR 

Welcome & exchange pleasantries 

Request anything missing in materials and request they be forwarded to entire team. /f limited 
time remaining until visit, ask to have missing materials delivered to the team hotel no later than 

3:00 p.m. the day before the visit or electronically sent or both. 

Entire team needs Self-Study & Update Report, 
Program specialists need academic credit analysis, 

Chair needs enrollment by programs and CEP update. 

Ask if update report reflects the enrollment expected on the visit. (Very Important ) 

Review the team room---request unencumbered power outlets for each team member, at least one 
computer, & printer with Microsoft Word installed and operable. Internet access in team room if 
possible, but not required. 

Review arrival protocol: Team will proceed to team room to drop off their stuff, and then be 
provided a brief tour of the facility followed by the entrance interview or visa versa (If big team, 
the team should be split in two for the tour.) Inform campus director, he/she may want director of 
education and key staff to participate in entrance interview . 

If needed, request externship visitations be planned first day nearby campus, evening faculty come 
in a little early ~f they can, & transcripts by program of students in their final term. Most recent 
two CAR's & backup data and plac ement data by program for program specialists to verify via 
phone calls. (Not all allied health evaluators incorporate externship visits into their evaluations.) 
Independent Study contracts and community resources documentation should be in team room. 

Inform campus director that you will e-mail confirmation of receipt of materials and should you 
need anything, you will request at that time. Thank director, and emphasize that these items will 
make the visit less stressful for the institution's staff 

4. Prepare pre-visit meet ing agenda . Most import ant item is to review with each eva luator his/he r 
assignmen ts. (See model agenda.) (Br ing hard copy(s) to meeting.) 

5. Double check numb er of eva luato rs and numb er of vehicles & drivers (New coo rdin ators may not 
acco unt for luggage .) Be sure vehicl es are large enough to incl ude luggage & evaluato rs after Exit 
Interview to the airport. If seaso ned coordinator, this is unnece ssary.) 



6. Pre-visit team meeting-R eview all items on agenda. If new evaluators , prov ide them a copy of agenda 
after meeting. Otherwise , ju st use agenda as a reference . Most important , be sure you have rev iewed 
assignments and emphasize how many reports each program specialist is to evaluate. Thi s is done in 
conjunction with the ACICS coordinator. (The fewer reports, the better for every body.) 

7. Before departin g for camp us, count the evaluator s in all vehicles. 
(Be sure not to leave anybod y at the hotel.) Have direction s from hote l to instit ution prepared as backup 
to GPS. On final day of visit, be sure everybody has checked out of hotel and has baggage with them
some evaluators mistakenly check their luggage at hotel.) 

8. After entrance interview , do not permit evaluators to leave the team room until lunch menu is 
completed. Schedule team meeting during lunch to review morning findings. Monitor evaluators who 
do not leave team room. If an eva luator tends to stay in the room , have a little talk. (We do not need to 
visit the campus if we do not leave the team room.) 

At lunch , review findings so far. Stress the negative answers and insist that evaluators make 
placement calls before 4 :00 p.m. on first day of the visit. If new evaluators or evaluators who have 
not been on a visit for a long time, and those who cannot comm unicate in Eng lish; pay extra 
attention to their findings. You do not want negative responses without prior know ledge during the 
read-through. You also do want questions unanswered or the wrong questions answered. Assist team as 
much as possible. 

9. Read-throu gh- Pay particu lar attention to appropriate questions for degree level section s 5, 8, & 9. 
Allow time after the read-through to get electronic version of reports on your flash drive. (Most 
coordinators now do this for the chair . ---It's a beaut(ful thing!) Be sure to backup to your hard driv e 
and e-mail to yourself before traveling. In the team room , emphasize team and institution evaluations 
are on-line and should be comp leted at time of forwarding expenses. Durin g Exit Intervie w, be sure to 
thank team if you have not already done so. 

10. If new evaluators are on team, coord inate business port al training with ACICS coordin ator before Ex it 
Interview . 

Add itional Location (Formerly Bran ch lnclu sion)- Sometimes institution s do not send a Self-Study, just an 
update report beca use the Self-Study is called a Additio nal Location Application. Pay attention or you wi ll be 
without a Self-Study. 
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ACICS TEAM CHAIR APPLICATION 

We appreciate your interest in volunteering to serve as a team Chair for the Accrediting Council for 
Independent Colleges and Schools (ACICS). Team Chair is a vital role in the accreditation process and is 
extremely important to the work of the Council. Your application and any visit evaluations will be 
reviewed by the Chair Selection Committee and you will be duly notified via email of the committee's 
decision. A decision will be made within one month of receipt of the complete application . 

About ACICS 

Founded in 1912, the Accrediting Council for Independent Colleges and Schools (ACICS) is one of the 
most respected and longest established national accreditor of academic institutions in the United States. It 
is recognized by the U.S. Department of Educat ion and the Council for Higher Education Accreditatio n 
(CHEA). 

The scope of ACICS recognition by the Secretary of Education is defined as accreditation of private 
postseco ndary institutions offering cert ificates or diplomas, and postsecondary institutions offering 
associate, bachelor 's, or master ' s degrees in programs designed to educate students for professional, 
technical , or occupational careers, including those that offer those programs via distance education. 

ACICS currently accredits more than 800 institutions throughout the United States and more than a dozen 
foreign countries enroll ing approximate ly 700,000 students. ACICS is a not-for -profit organizat ion 
incorporated in the Commonwealth of Virginia with offices mainta ined in the District of Columbia . 

ACICS Mission Statement 

The mission of the Accrediting Council for Independent Colleges and Schools is to advance 
educational excellence at independent, nonpublic career schools, colleges, and organizations 
in the United States and abroad. This is achieved through a deliberate and thorough accreditation 
process of quality assurance and enhancement as well as ethical business and educationa l practices. 

Types of Visits that Require a Team Chair 

New Grant: 

Institutions whose grant of accreditat ion will expire within a year, must reapply for reaccreditation with 
the agency, by October 31 of the year preceding expiration. This applicat ion includes a self-study 
narrative in which the institution responds to all applicable areas of the Accreditation Criteria as it relates 
to its operat ions, administration, and educational delivery and effect iveness . 

Initial Grant: 

Initial applicants , who have successfully completed the first phase of the initial application, will be 
invited to submit a self-study narrative and other documents that also relates to operations, 
administrations, and educational delivery and effectiveness in preparation for the Initial Grant visit. 
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ACICS TEAM CHAIR APPLICATION 

Branch Inclusion: 

A new branch which has been verified and approved by the Council, must undergo a branch inclusion one 
year following this verification of educat ional activities . A Branch Application - Part II must be 
submitted to the Council and used during the onsite Branch Inclusion visit. 

The On-site Evaluation Team 
The new grant, initial grant, or branch inclusion visit is scheduled by the ACICS staff coordinator who 
selects team member s for the onsite evaluation. Team members are procured from a pool of more than 
900 approved institutional specia lists and program experts. The team will generally cons ist of the 
following individuals: 

• Team Chair: 
• Relations with Students Specialist 
• Educational Activities/Library Specialist 
• Program Specialist 
• ACICS Staff coordinator 

The onsite evaluation team serves three primary purpo ses: 

• Validation of institutional self-study as submitted to ACICS as part of the reevaluation application. 
• Evaluation of what the institution practices relative to the ACICS Accreditation Criteria. 
• Preparation of a team report for the Council's review and decision -making. 

Chair Responsibiliti es 
In order to serve as a Chair, one must be willing to do the following: 

• Function as part of a team, taking the lead in directing the activities of the on-site evaluation and on 
much of the contact and discussion with the school, before and during the visit; 

• Establish and maintain a practical knowledge of the Accreditation Criteria; 

• Conduct interviews with school personnel and review documents on-site in order to assess 
compl iance with the stated objectives of the school and the Accreditation Criteria; 

• Evaluate and report on areas relating to mission, admin istration, organization, institutional 
effectiveness, and educational facilities; 

• Write clear, cohesive, and comprehensive team observations, findings of noncompli ance, and 
suggest ions for continua l deve lopment; 

• Exercise the utmost professionalism in interactions with school representatives throughout the on-site 
evaluation process; 

• Be able to manage the onsite evaluation process in the absence of the ACICS staff representative, in 
the case of an emergency; 

• 
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ACICS TEAM CHAIR APPLICATION 

• Be capable of assisting the ACICS staff representative with providing transpo1tation and other 
support to the team; and 

• Travel by means of air, trajn, automobile, and shuttle bus to various destinations throughout the 
United States, its territories, and abroad. 

Chair Qualification s and Requirement s 
Chair qual ifications will be assessed using the rubric below. In addition to ACICS experience, education 
level and manageme nt experience, applicants are required to: 

• Submit a completed and signed ACICS Chair Application 
• Submit a current resume 
• Submit a personal statement (approximatel y 250 words) on why you want to become an ACICS 

Chair (see PERSONAL STATEMENT clause) 
• Submit a writing sample on a specified situation (see WRITING SAMPLE clause) 
• Provide two (2) letters of reference (see REFE RENC ES clause) 
• Attend an ACICS Chair Trainin g Workshop 

points awarded: 1 2 3 

Years as an ACICS Evaluator _1-3 __ years -··-··-··-··-· 4-5. years-·· _5+ years ____ 
-··-··-··-··-··-··-··-··-··-··-··-··-··-··-··-··-··-··-··-·· 1 OR 30-50 

# of visits for ACICS 10-30 visits visits 50+ visits 

Years of Mana gement 
experience at private or public 

2 post secondary institutions 1-3 years 4-5 years 5+ years 

3 Highest degree held Bachelor Master Doctorate 

Selection Process 

The Chair Selection Committ ee will review appl ications as they are rece ived. Upon selectio n, applicants 
will be notified and invited to attend a chair training workshop. Chair training is offered once a year 
and is generally scheduled on the third Friday in November. 

REFERENCES 
Please provide two (2) letters of reference from individuals who have known you for at least two (2) years 
and who are involved in postsecondary education. If possible, one of the letters should be from an individual 
with experience in educational assessment or accreditation. The reference letters should be limited to no 
more than a single page in length. Reference letters should be sent to evaluatormanager@ac ics.org or mailed 
to ACICS Attention: Evaluator Manager, 1st Street NE- Suite 980, Washington DC 20002. 
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ACICS TEAM CHAIR APPLICATION 

WRITING SAMPLE 
Please provide a writing sample on the excerpt below: Who is the chief on-site administrator and what 
are this person 's qualifications ? 

Campus President: Mandel Nelson 
Date of hire: June 6, 2010 
Education: DBA in Strategy, Boston College; master's degree in Education Administration; and bachelor 
of science in Economics 
Experience : Director, IBM in development ( 1986 - 1996); president of consulting firm ( 1999- 2005); 
adjunct professor at Boston College (2004 - present); no experience in career education. 

PERSONAL STATEMENT 

Please provide an essay (approximate ly 250 words) which speaks to your qualifications and why you 
have chosen to apply to be an ACICS team chair. 

Contact Perliter Walters-Gilliam (202)336-6769 or pwgilliam@acics.org if you have any questions 
regarding the completio n of these documents. 
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ACICS TEAM CHAIR APPLICATION 

ACICS TEAM CHA IR APPLICATION 

Name: 

Title: 

Institution / 
Employer: 

Address: 

City: State : I Zip: I 
Work Phone: Home Phone: 

Cell Phone: Fax: 

Email: 

List years of management experience in private or public post-secondary education. 

Institution Title Years 

List educat ional degree(s) held (minimum of a Baccalaureate is required) . 

Institution Degree A warded Date 

Number of years you have served as an ACICS evaluator 

Number of visits conducted for ACICS as an evaluator (approx .) 

ACICS Chair Application - Page 1 



ACICS TEAM CHAIR APPLICATION 

PERSONAL STATEMENT 

Please provide an essay (approximately 250 words) which discusses your qualifications and why you 
have chosen to apply to be an AC/CS team chair. 

I understand that my participation as an AC/CS team Chair is voluntary and some compensation fo r my 
services is provided. Also, I understand that the Accrediting Council for Independent Colleges and 
Schools (AC/CS) will reimburse me for expenses that fall within their published travel reimbursement 
policy incurred during the on-site evaluation. 

Signature Date 

ACICS Chair Application - Page 2 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-87 



ACICS Team Chair Professional Development 
July 24 th - 25 th , 2014 

July 24th Welcome (4pm - 6pm) 
Formal Welcome 
Introductions 
Event Objectives 
Feedback: Group Expectations 

Banquet (6:30pm - 8:30pm) 

July 25th Full-Day Business Session (8am - 4pm) 

BREAKFAST: 8:00am- 8:30am 

1. Campus Effectiveness Planning: 8:30am - 10:00am 
Lead Facilitators: Ms. Perliter Walters-Gilliam & Dr. Tom Duff 

✓ Discussion of Assignme nt (group activity) 
✓ Review/Discussion of Applicable Criteria 
✓ Recommendations for: 

• Criteria Revision 
• Guidance for Chairs 

BREAK - 10:00am - 10: 15am 

2. Report Preparation: 10: 15am - 11:30am 
Lead Facilitators: Mr. Ian Harazduk & Drs. Andrea Olson and Joyce Caton 

✓ Sample Report 
✓ Chairs' Editorial Rights 
✓ ACICS Expectations on Quality 

3. Facilitating Collaboration to Ensure Quality in Evaluation : 11 :30am - 12:30pm 
"Table Talk" 

LUNCH- 12:30pm - 1:00pm 

4. Consistency in Criteria Interpretation : l :00pm - 2: 15pm 
Collective Group Discussion 

✓ Specific areas of inconsistency 
✓ Discussion of Concerns 

BREAK - 2: 15pm - 2:30pm 

5. Communication Expectations: 2:30pm - 3:30pm 
Lead Facilitators: Ms. Perliter Walters-Gilliam & Chairs 

✓ Why it' s important 
✓ With your staff coordinator 
✓ With the Institutions 
✓ With the team members 

• Before the visit 
• During the visit 
• After the visit 

CONCLUDING COMMENTS - 3:30pm - 4:00pm 



Chair Professional Development 2014 
Sign In Sheet 
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Alvin Joseph Marrow 

Andrea Olson 

Barry Shollenberger 

Billy S. Ferrell 

Burton S. Kaliski 

Constance S. Adelman 

Darlene A. Minore 

David M . Luce 

Dennis E. Wenger 

Dianna D. Murphy 

Elizabeth Guinan 

Fawzi Ben Messaoud 

George W. Fakhoury 

Harpal Singh Dhillon 

Jan M. Gordon 

John J. Smith 

John Mago 

Joyce J. Caton 

Joyce Strout 
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" (b )(6) Name ! > •I 

JudeeTimm 

Judith Anderson-Kotts 

Karan Krna 

Kathryn Sellers 

Kim Peck 

Lisa Bynoe 

Lonnie Echternacht 

Mercedes N. Alafriz 

Micaela Sieracki 

Michele Frances Ernst 

Michelle Edwards 

Pamela K. Bennett 

Paul Lacroix 

Richard Lee Lynch 

Richard Travis Murphree 

Robert Palmat ier 

Rogena Kyles 

Ronald Thomas Mosley 

Sandra Yelverton 

Scot Ober 

Stephen V. Calabro 

-
Susan Mago 
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Tami Erickson 

Terry Campbell 

Thomas B. Duff 

Virgine Thomes -Cotter 

William E. Worth 

William J. Kakish 

William McPherson 

William P. Fox 

Wi lliam Winger 

Wyman Dickey 
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Presentation 

(A) Campus Effecciveness Plan Assignment 

(B) CEP Revie\v Checklist & Sample CEP 

(C) Proposed Criteria Revisions 

TAB III 

(J\) Chair Instructions 

(B) Sample Team Report 

(C) Sample Introduction Sections 

TAB IV 

(A) Sample Communication to the Campus 

(B) Sample Communication to the Team 

(C) Sample Pre-Visit Agenda 

(J\) Chair Evaluation Form 

(BJ Chair Tips 

(C) Chair Training Presentation 2013 
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Current Accreditation Criteria 
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ACICS TEAM CHAIR 
PROFESSIONAL 

DEVELOPMENT 2014 

Facilitating Collaboration & 
Effectiveness in Team Leadership 



EVENT KICK OFF & 
WELCOME 

• \'velcome Remarks - Dr. Al Gray, ACICS President & 
CEO 

• Introductions - J\!Is. Perliter \'valters-Gilliam, Sr. 
Manager, Quality Enhancement 

Event Objectives - Dr. Joseph Gurubatham, Sr. Vice 
President 

Open Discussion - Group Expectations 



INTRODUCTIONS 

You have traveled to at LEAST five of the seven 
continents 

You have been chased by a wild animal 

You have been in the presence of royalty 

You have won a contest as a child (hot dog eating, 
cannonballing counts) 

You are a karaoke god(dess)! 

You were (are?) a star athlete (any sport, including 

walking) 

You have visited 25 countries 

You have visi ted 15 countries 

You have been to all 50 states 

You have been left behind on a visit (airport, hotel, 
school) 

You can knit the mess out of a sweater 

You have been sky diving and/ or bungee jumping 

You have not led a team visit in the last five years 



EXPECTATIONS OF THE 
CHAIR ROLE 

Qualitative Skills 

! .Facilitation and 

engagement 

2.Strong leadership skills 

.,.Communication 

4.0rganizational skills 

_'i Interpersonal skills 

!(now ledge 

1. Accreditation Criteria 

2. Institutional Effectiveness 

& Management 

3. Peer review process 



EVENT OBJECTIVES 

► To communicate ACICS expectations for the role in a 
number of key areas 

► To facilitate an open dialogue between ACICS and the 
team chair role 

► To provide team leaders with an opportunity to share 
experiences and ideas 



CHAIR EFFECTIVENESS 
PLAN 

•!• Communicates with all stakeholders in a timely manner 
- before, during, and after the evaluation visit. 

•!• Conducts oneself in a professional, yet personable, 
manner . 

•!• Conveys guidance and support to team that is 
consistent with the Accreditation Criteria. 

•!• Collaborates with ACICS staff to facilitate a successful 
review . 

•!• Completes an accurate and professional report that is 
reflective of campus operations. 
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Presentation 

(A) Campus Effecciveness Plan Assignment 

(B) CEP Revie\v Checklist & Sample CEP 

(C) Proposed Criteria Revisions 

TAB III 

(J\) Chair Instructions 

(B) Sample Team Report 

(C) Sample Introduction Sections 

TAB IV 

(A) Sample Communication to the Campus 

(B) Sample Communication to the Team 

(C) Sample Pre-Visit Agenda 

(J\) Chair Evaluation Form 

(BJ Chair Tips 

(C) Chair Training Presentation 2013 

TAB VI 

Current Accreditation Criteria 
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Rcp<>rt \\ ri ting & I ·.d iti ng Cuidc 21114 

Chair Instructions , h,rrncrh Prep ar ing Report Pages I 2, \lcrg ing the 

Report Sections, De leting the Cr iter ia Co lumn) 

BEST PRACTICES OF EDITING 

Rn·ic\1 · the en tire rcp<>rt in detail f<>r c,msis tc nc1 in c<>ntcnt, f<>rmatting , 

grammar. and any areas of non-crnnpliancc. 

Lnsurc that the name of the programs listed on Page 2 n1:1tch the name 

listed in Section <J an d 1hat all progr,uns arc accoun1cd for. 

Lnsurc tha t all citati<>m arc sufric icnth de tailed and prmidc rc,1uircd 

11ctmcs, dates , and <>thn l'itctl inform a tion :importa nt to check this during 

rcad-thn,ugh) 

.\m l others ... 
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CHAIRS EDITORIAL RIGHTS 

I ·.nsurc co ns isrenn· : change form:H tin g, gr amm:1r, sentence structure, 

pLiccment of in formation 

The re ad-t h rnug h sel'\Ts as t he a,Tnue t<> ensure t ha t all content \\·i t hin the 

re port is acc urate a nd agreed upon 

Signiticanr chan ge in edi r shou ld he d iscussed \Yirh sraff member and 

spcc i:d isr (inclu ding changes ro cita tio n s; 
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Throughou t the process 

Before & During the Visit 

Before & D uring the Visit 

COMMUNICATION WITH CAMPUS 

Before the Vis it 

Re quire d: emai l and follow 

up phone call (Sec Tab l \'C\)) 

D ialo rue should he with on

site administrator - not 

cor orate re 1resentat iYe 

D iscuss ion should focus on 

inst itutio nal p reparation fo r 

the reYiew 

D urin the Visit 

Introdu ctions 

( ;iving the campus an 

opportunity to 

d iscuss/ ques tion concerns 

Suffic iently briefing campus 

011 lSSues 

Discouraging one-o n-one 

11/13/2015 
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Team emai l (after team memo or one \\Te k before Yisit) 

The ~ pre -\ isit meeting 

Team brietings thro ughout the Yisit 

\\.orking close ly \\' ith team members need ing ass istance/g uid ance 

TONE: Cooperation and Respect 

11/13/2015 
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INSTITUTIONAL EFFECTIVENESS PLAN 

GALLIPO LIS CAREER COLLEGE 
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GALLIPOLIS CAREER COLLEGE 

I. Introduction 

A. General Statement 
B. Statement of Institutional Mission/Objectives 

II. Program and Student Characteristics 

A. Program Characteristics 
B. Student Demographics 

Ill. Student Learning Outcomes 

A. Curriculum Development 
B. Outcome Assessments 
C. Outcome Assessments Analyzed 

IV. Retention Activities 

A. Retention Rates 
B. Retention Goals 
C. Reasons for Variance 
D. Plans for Improvement 
E. Personnel 
F. Implementation Dates 
G. Special Characteristics/Demographics 

V. Placement Activities 

A. Placement Rates 
B. Placement Goals 
C. Reasons for Variance 
D. Plans for Improvement 
E. Personnel 
F. Special Characteristics/Demographics 

VI. Employer/Graduate Satisfaction Levels 

A. Means of Determination of Graduate Surveys 
B. Survey Results from Graduate Surveys 
C. Means of Determination of Employer Surveys 
D. Survey Results from Employer Surveys 
E. Immediate/Long Range Plans 

VII. Evidence of Plan's Effectiveness 
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I. INTRODUCTION 

A. General Statement 

The success of Gallipolis Career College in real izing its mission and object ives 
can be measured by analyzing three data groups: skills and know ledge obtained 
by studen ts; retention and placement rates ; and employer /graduate satisfaction. 
This plan was deve loped to assist the school in collecting and analyz ing this data 
to better fulf ill its stated mission. 

The IEP is implemented and monitored by Wes ley R. Young , Director of 
Gallipolis Career College who oversees the current committee consisting of the 
following individua ls: 

Rober t L. Sh irey II 
Robert Shirey Ill 
Chr ist ina Shockey 
Joy Staten 
Dennis DesJarlais 
Kathy Davis 

President 
Director of Admissions 
Financial Aid Administrator 
Facu lty Member 
Facu lty Member 
Placement Director 

B. Statement of Gallipolis Career College Mission and Objectives 

The mission was deve loped as a resu lt of 20 years exper ience serving , testing 
and consul ting actions in business trends that have relationship to recruiting , 
teaching , and placement procedures. 

The mission of the college is to provide its students with contempo rary skills and 
training to meet today's cha lleng ing needs in business, industry , and 
government and to fu lfill the persona l needs of the students as wel l. 

To fulfill the mission , the administra tion of the co llege directs its efforts toward 
creating a quality educational environment by making avai lable opportunities for 
academic , professional, and social growth. 

Programs at the college represent specialized, occupationally specific courses of 
study designed to allow graduates quick and relevant entry into career 
emp loyment opportunities . 

These programs of study are continually under review by the adm inistra t ion, 
faculty , students, and the co llege 's adv isory comm ittee (s). Appropr iate updates 
are made to reflect trends and issues in emp loyment markets . Loca l employers 
are surveyed in writing, by telephone , and in person to assess emp loyment 
needs and requirements. Th is enab les the co llege to realistically assess the 
focus of its educationa l efforts. 

Objectives 

• Prov ide qua lity education through a well -planned and well-executed 
curricu lum that allows a student to pursue his/her chosen career options . 

• Train students with modern , practical , and relevant equipment and materia ls. 
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• Maintain a well-qualified and experienced educational staff to deliver quality 
educational assistance to all students. 

• Provide services to assist students in obtaining employment in their career 
field. 

II. Program and Student Characteristics 

A. Program Characteristics---Gallipolis Career College offers six (6) different 
occupational associate degrees and four (4) diploma programs. 

The occupational associate degrees are comprised of twenty-six 
individual courses and 104 quarter credit hours. All of these degree 
programs offer 13 technical courses (50%), either 5 or 6 general 
education courses (19% or 23%), and either 7 or 8 basic courses (27% to 
31 %). All of the degree programs were revised to reflect 
recommendations made by the Ohio Board of Regents when we sought 
authorization from them in 2008. Approvals were also received from the 
Ohio State Board of Career Colleges and Schools and ACICS. 

The associate degree programs are as listed with course objectives: 

1. Accounting---designed to afford graduates employment 
opportunities as accounting clerks, junior accountants, 
bookkeepers, and junio r assistants. With experience, the 
graduate may qualify for positions as auditor, senior accountant, 
and finance officer. Graduates will complete ten different 
accounting courses ranging from basic accounting principles to 
advanced intermediate accounting. An accounting career offers 
the graduates interesting and important work with numerous 
opportunities for advancement 

2. Business Administration---designed to provide graduates with the 
knowledge, understanding, and skills required for entry-level 
management and supervisory positions. The graduate learns 
many aspects of a normal business such as: human resource 
management, marketing and advertising, sales and retail 
management, principles of supervision, and investments. 
Graduates will find employment in banking, human resource 
management, retailing, and supervision. In addition, graduates 
may start their own business if desired. 

3. Executive Office Administration---designed to provide graduates 
with typing and word processing skills combined with a 
comprehensive knowledge of software applications. Several 
business management classes are also afforded the graduates. 
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Graduates will find employment as executive-level office 
administrators in business, government, and professional fields. 

4. Medical Office Administration---designed to provide graduates 
with a wide variety of general office subjects and specialized 
coursework as well such as: medical transcription, medical 
terminology, medical insurance coding, and computerized medical 
management. Graduates will find employment ranging from work 
in a small private medical office to a department of a large medical 
center. 

5. Computer Applications Technology---designed to provide 
graduates with the skills to work with current software and 
hardware. They also will learn how to function in an efficient 
manner as an operator of a wide variety of software as well as 
ascertain a basic knowledge of accounting. Graduates will be 
able to work in a small or large computer department or office 
setting. 

6. Technical Support Specialist---designed to provide graduates with 
training in troubleshooting operations, systems analysis and 
design, advanced networking, pc maintenance, and help desk 
operations. Graduates will possess the technical skills to serve as 
technicians, help desk, and support staff for a large or small 
organization. 

The diploma programs are comprised of either 60 or 48 quarter credit 
hours. The programs breakdown to include: 60% technical courses, 25% 
basic courses, and 15% general courses. 

The four diploma programs with course and employment objectives are: 

1. Medical Administrative Assistant-----designed to train students for 
entry-level medical administrative assistant position. Graduates 
will receive not only the basic skills for a professional 
administrative assistant but also specialized course training in the 
medical field. Graduates can find employment in a small medical 
office or in a department of a large medical center. 

2. Junior Accounting---designed to provide a specialized education 
for various positions in the field of accounting or office 
administration. The graduate will take five different accounting 
courses ranging from basic accounting principles to the usage of 
QuickBooks. Graduates of this program can find employment as 
junior accountants or bookkeepers. 

3. Software Applications---designed to provide graduates with the 
knowledge in basic software applications as well as basic office 
skills. Graduates can find employment as a data entry operator, 
word processor, or computer clerical worker. 
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4. Administrative Assistant---designed to provide graduates with a 
thorough education in basic administrative office skills such as: 
typing, word processing, filing, and how to manage a small office. 
Graduates can find employment as typists, word processors, or 
office clerk. 

B. Student Demographics---Gallipolis Career College trains mostly 
nontraditional students. The student population demographics which has 
been updated as of June 2013 is comprised of 77.6% females and 22.4% 
males. We have 5.1 % black students, .4% hispanic students, 0% biracial 
and 94.5% caucasians with 85.6% of our students being over the age of 
22. Ohio students comprise 82.6% of the student body with the 
remaining 17.4% living in West Virginia. They have been raised in the 
immediate area and tend to come from families that are not usually self
supporting. They have little if any family support when they start school 
and do not possess much self-confidence. Many of the females are living 
in single parent households and have childcare problems which affect 
their attendance and their financial situation. For many of our students, 
they are the first person from their families to attend a postsecondary 
institution. They do possess either a high school diploma or GED 
certif icate but have been out of school for an average of ten years. A 
high percentage of our students qualify for the maximum amount of the 
Pell Grant. The students interested in attending a postsecondary 
institution within the proximity of their home have basically two choices; 
either Gallipolis Career College or the University of Rio Grande. So, we 
are an important entity in this region of the Appalachian foothills and offer 
the area a small college atmosphere as opposed to a university setting . It 
is also important to point out that the vast majority of our students enroll in 
an associate degree program as opposed to a diploma program. 
Presently, over 95% are in an associate degree program. 

Ill. STUDENT LEARNING OUTCOMES 

A. Description of Curriculum Development 

All programs of study at Gallipolis Career College are designed to provide 
students with occupationally specific skills that will allow effective transition into 
the job market. In an effort to assure that our programs provide effect ive training, 
GCC utilizes up-to-date equipment, texts, and other relevant materials. Faculty 
members have appropriate degrees for courses taught and, if possible, practical 
experience in their field. 

Faculty and administration work closely with members of the business community 
to make certain curriculum objectives and content are in harmony with community 
needs. Our placement officer who is in contact with local and/or regional 
employers on an ongoing basis often makes suggestions for improvement. 

Addit ional suggest ions for curriculum development and/or improvement come 
from our advisory committee; the advisory committee is composed of individuals 
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drawn from the ranks of business leaders, local educators, and GCC graduates. 
Their advice and objectivity are vital components of our efforts to continually 
maintain and upgrade our programs of study. When needed, we supplement this 
information with employer and graduate surveys to determine the necessity of a 
particular change or addition to a program of study. 

In 2007, Gallipolis Career College decided to complete an application to have its 
associate degree programs authorized by the Ohio Board of Regents. This 
process began in June 2007 and the application was finally completed and 
emailed along with supporting documentation to the Ohio Board of Regents in 
February 2008. The application consisted of twenty-one sections dealing with 
every aspect of the College. 

One of the main reasons for applying for the OBR authorization was continued 
eligibility for our students to participate in the Ohio College Opportunity Grant. 
Governor Ted Strickland demanded that any student wishing to receive the 
OCOG must attend a school whose programs were authorized by the OBR. 
Governor Strickland made this declarat ion shortly after taking office in January 
2007. In addition, having our college credits transfer to public educational 
institutions was a motivation. 

Authorizat ion by the Ohio Board of Regents was received in February 2009 after 
site visits, application reviews, and program reviews by a multitude of professional 
educators. Our authorization also included the requirement of annual progress 
reports to be sent to the OBR for their review. Our first progress report was 
approved in June 2009. Our next report is due in April 2010. Program 
authorization was submitted and approved pending an on site visit scheduled in 
July 2012. 

In addition to curriculum changes, GCC also upgraded faculty requirements to 
include master's degrees to teach general education subjects. Increased 
professional growth is also being provided for current faculty members. We also 
named department heads for our accounting, business administration, executive 
office administration, medical office administration, computer applications 
technology, and technical support curriculums. Joy Staten is our department 
head for executive office administration; Ann Berent is our department head for 
medical office administration; Christina Shockey is our department head for both 
the computer applications techno logy and technical support specialist programs. 
Dennis Des Jarlais is our department head for accounting and Wesley Young is 
our department head for business administration . 

In spite of the aforementioned promises made by Governor Strickland, our sector 
was left out of the OCOG budget for the biennium of 2010-2011. We also have 
not seen any progress in transferability of credits. However, we will continue 
proceeding with the OBR's progress reports and other requirements in hopes of 
receiving the promised benefits in the future. The OCOG has been reinstated for 
2011-2012 and continues to be available at this time. 
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B. Description of Outcome Assessments Used 

Almost twenty years ago , Gallipo lis Career College initiated its origina l 
Institutional Effectiveness Plan. The Institutional Effectiveness Plan is essentia lly 
a student tracking system that allows the college to monitor and assess a 
student's progress from the t ime he/she enters school until one year after 
graduation and placement. This tracking process consists of the following 
collection and measurement devices: 

1. Gallipolis Career College began using the Accuplacer Placement Test in 
place of the previous English/Math Placement Test in June 2009. The 
change was made to accommodate the recommendation made by the 
Ohio Board of Regents in their report to us. The test is admin istered by 
the Admissions Department and is done online in the school's library. 
The test results are known immediately to the applicant . The Accuplacer 
test is given to the applicant prior to scheduling for classes . The test is 
broken down into three separate sections : arithmetic , sentence skills , 
and reading comprehens ion. The successful cut-off scores for each test 
are: 31 for arithmetic , 53 for sentence skills, and 51 for reading 
comprehension. If an applicant fa ils the arithme tic section then he/she 
must take developmenta l math . If an applicant fails either sentence skills 
or reading comp rehension then he/she must take developmental English. 
Of the 105 app licants who have taken the Accuplacer Placement Test in 
the last 12 months (2012-2013 ), 55% have successfully passed all three 
sections; 67% have passed the arithmetic, 83% have passed the 
sentence skills , and 82% have passed the read ing comprehe nsion. The 
average grade was 42.9 on the arithmetic , 71.1 on the sentence skills, 
and 71.5 on the reading comprehension. 

.2. 

In add ition , the college uses a Wonderl ic Scholastic Level Exam that all 
students must take and pass with a minimum score of 16. This test is 
approved by the Department of Educat ion as a valid pretest of student 
learn ing abilities. Failure to achieve the minimum score wi ll result in the 
student being denied admission to the college 

Satisfactory Academ ic Progress - Each quarter, the Director of Education 
computes a student 's academic progress towards the completion of their 
prog ram. Both course completion percentage and quarter ly and 
cumulat ive grade point averages are computed on each student's 
attendance card. The results (a list of those on probation or termination) 
are then shared with the administrative staff so that all concerned are 
aware of any students who might be on academ ic probation or have been 
academica lly term inated. This informat ion is also used by the educat ion 
office to counsel students who have not been making satisfactory 
progress. All individuals who have not made satisfacto ry progress are 
sent letters by the Director of Education outlining why they are on 
probat ion or have been terminated. Those who are on probation also 
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receive a form on which they state why they failed to make SAP and what 
steps they have taken to rectify the situation. 

Beg inning with the Winter Quarter 2008 , we have concentrated more on 
students who are experiencing academ ic difficulties. Individuals who are 
having academic difficult ies are signing agreements with the Director of 
Education mak ing them aware of the academ ic help ava ilable to them. 
Those same students are also do ing individual agreements with their 
instructors to schedule tutoring and other help when necessary. We can 
encourage them to take advantage of the he lp offered but it can be 
diff icu lt to get them to actually utilize it. We will continue to do academic 
counseling with them at the mid-quarter as a follow-up to see if they have 
actually taken advantage of the help offered. 

The Director of Education analyzes the results of the satisfactory 
academic progress evaluation to see if an inordinate amount of students 
are not making satisfactory progress. Present ly for Summer Quarter 
2013 , we have 7 students who are on Academic Probation which 
represents 5.3% of our current enrollment of 132 students . The 
cumulative grade point averages are also evaluated to see if grade po int 
averages are being maintained a leve l of "B" or higher. If averages are 
maintained at that level then we can be certain learning is taking place in 
the classroom. 

At the beginning of summe r quarter 2013 the current Director of 
Education, Wesley R. Young , is meeting each student on academic 
probation one - to - one to he lp them get back on track with their 
educat ion. 

MOUS Certifications - The College utilizes this tool in both the Advanced 
Word Processing course and the Spreadsheets II course which are 
currently in our Executive Office Admin istration, Med ical Office 
Administrat ion, Account ing, Business Administration , Computerized 
Applications Technology, and Technica l Support Specialist curricu lums. 
The tests are adm inistered by our Director of Computer Operat ions , 
Shawn Caldwell. Students who have successfully passed one or both of 
the tests receive a certificate from Microsoft ind icating they are a 
Microsoft Office User Specialist. These tests are packaged with the 
students ' textbooks so that the cost can be minim ized for them . Kathy 
Davis analyzes the results to aid us in knowing what students might be 
lack ing and how to change course content if necessary. She has 
reported that for the 2012-2013 academic year that 72% of those 
attempting the MOUS tests have successfully passed and received 
certificates. We do not require that students in the aforementioned 
curricu lums take and pass the test as a requ irement of graduation . It is 
used for their benefit as another achievement to inc lude on their resume if 
des ired. 

4. Career Portfolios - All gradua tes are required to comp lete a portfo lio as 
part of their Professional Deve lopment course. These portfolios are then 
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utilized when the student graduates to assist them in obtaining their 
des ired career . These portfolios are a valuable tool that prospective 
employers can review when the graduate goes for an interview. It will 
summar ize and list what skills and competencies they have obtained 
while attending Gallipolis Career College Presently , Ann Berent who 
teaches the Professiona l Development class has the responsibility to see 
it is comp leted. Upon comp letion of their program, Kathy Davis, 
Placement Director, will review and offer suggestions for improvement. 

5. Practicums - We have students partic ipating in this program while they 
are enrolled in the Execut ive Office Adm inistration, Medical Office 
Administrat ion, Computer App lications Technology , and Technical 
Support Specia list programs. In the EOA program, if a student is eligible , 
they will partic ipate while taking the Office Management II class. In the 
MOA program , if eligible , they will participate in a practicum while taking 
the Medica l Office Procedures class. In both the CAT and TSS 
programs, eligible students will participate in a practicum while taking the 
Integrated Office Applications class. All of the referenced classes are 
considered capstone classes in those curricu lums and the student is 
close to being job ready. It is a good indicator , thru supervisory 
evaluations, of a student's readiness for their career field. It has been a 
very successful program to date with very good evaluations and student 
approval as wel l. 

C. How Outcome Assessment is Analyzed 

Gallipolis Career College is cont inually seeking ways to improve its 
curricu lum and enhance its graduates' opportunities for a career. We 
take the placement and retention rate averages from the Summary of Key 
Operating Statist ics from the ACICS website and compare ourselves to 
similar institutions. From the most recent data available from ACICS , the 
average retention rate for Ohio schoo ls was 66% and 67% was the 
average placement rate for Ohio schools. Being located in an 
economica lly depressed area , we believe that our placement rate should 
be just a percentage point or two below that average. The October 2009 
unemployment rates in the 3 Ohio counties we presently serve were : 
14.5% for Meigs County, 10.7% for Jackson County, and 9.6% for Gallia 
County. We accompl ished a 69.6% placement rate so we are very 
pleased with our outcome with placement. We were most pleased with 
our retention efforts. We were at 72.0% for the 2008-2009 academic year 
and continue to do well for the first half of the 2009-201 O academic year. 
That rate of 72.0% is above our state average and reason to believe our 
retention efforts have made a significant difference. The efforts we 
implemented which are discussed later in this plan were very successfu l 
and we will continue to maintain our efforts . For the first half of the 
current academic year, 2009-2010 , we are close to a 90% retention rate 
so we are very encouraged by that informat ion. 

As for our educationa l outcomes, our students continue to average a 
grade point average above 3.0 which is equivalent to the letter grade of 
"B". The average GPA was 3 .06 in 2007-2008 and the average GPA was 
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3.06 in 2008-2009 . This cons istency indicates we have quality students 
who perform on a consistent basis . We feel this is a good indication that 
learn ing is taking place and that students are becoming prepared for the 
world of work upon graduation . Th is data is collected by utilizing the 
grade point averages of all students for each quarter and analyzing the 
average compared to a standard grading scale. 

We have met several times over the past year to discuss how to improve 
our educational offerings . We have met with our Advisory Board and 
ascertained some information from them as far as what skills are needed 
to satisfy their employee needs. We have found that all students need 
additiona l computer skills . We decided to incorporate a W indows 
Applications course into the Accounting, Business Admin istration and 
Medical Office Administration programs effective Spring Quarter 2009. 

We have updated and expanded our library. We are associated with the 
Samuel L. Bossard Memorial Library and have a signed agreement with 
them to assure our library offerings are sufficient to support our students 
and the programs in which they are enrolled. We are linked to the 
Learning Express Library and Ohio Public Learning Library. These are 
additional ways to help our student. 

Also , beginning Winter Quarter 2008, we formed a committee to review 
student requests for independent studies. Students needing or desiring 
an independent study class (one which is not on the current schedu le) 
must complete an Independent Study Request Form that will be reviewed 
by the committee for either approva l or denia l. We have also developed a 
meaningful contract for independent study students to sign along with 
their instructor that will better define the objectives and requirements of 
the independent study class. 
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IV RETENTION ACTIVITIES 

A. Retention Rates: 

The following table shows actual retention rates at Gallipolis Career College for 
the last nine years based on the ACICS Annual Institutional Report. 

YEAR 
2001 
2002 
2003 
2004 
2005 
2006 
2007 
2008 
2009 
2010 
2011 
2012 

B. Retention Goals: 

YEAR 
2011 

RETENTION 
73% 
79% 
75% 
70% 
64% 

55.9% 
68% 
67% 
72% 
73% 

73.5% 
54.4% 

RETENTION GOAL 
70% 

C. Reasons for Variance in Retention Rates: 

1 . Students have no support group at home 
2. Students are not motivated enough to complete their education 
3. Students lives are easily disrupted and goals changed 
4. Students have transportation problems 
5. Students have childcare problems 

D. Plans for Improvement of Retention Rates: 

Immediate Plans 

The institution has a Retention Effectiveness Committee to study and oversee all 
retention strategies and efforts. The committee, in conjunction with the IEP 
Committee, decided to set some goals for the 2006-2007 academic year. The 
retention rates had dropped steadily for four years but rebounded significantly to 
68% for the 2006-2007 academic year through the utilization of the following 
measures. 

• Have the Director of Education review the book Making Your Mark during the 
new student orientation and more thoroughly during the first few weeks of 
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each quarter. The Director of Education will talk to all new studen ts for an 
hour about the importance of the book and will go over the most essent ial 
parts of it. This book deals with time management, study skills , and a 
myriad of subject matters designed to empower the new students with the 
start for success . Making Your Mark has sold over 750,000 copies and is 
used at hundreds of postsecondary institutions. The Retention Committee is 
of the opinion that the book will help the retention effort of the Co llege. 

• Have two attendance draw ings every quarter instead of the current one. 
This will give more recognition to those who are attending classes faithfully 
and be an encouragement to others. Winners of the drawing receive a 
certificate and a nominal prize such as a school sweatshirt or t-shirt. 

• Have two drawings each quarter for the sticker contest. The sticker contest 
consists of drawing a student's name from a jar containing every student's 
name. If the student is present and their name is drawn then they win a 
nominal prize if their car is disp laying the Gallipo lis Career College window 
st icker . This is another idea on how to keep the students coming to class. 

• Have a student suggestion box. The students do evaluate the school, their 
program , and the ir instructor each quarter but this gives them another 
opportunity to express their feelings if they are too shy to come forward and 
speak directly to administration. 

• Have more staff interaction with students during breaks and when the 
students arrive in the morn ing and arrive in the evening . This will give the 
staff more opportunit ies to speak with the students and possibly attune them 
to any potent ial problems the students might be experiencing that cou ld 
potentially cause them to withdraw. 

• Have motivationa l speakers come into the school to speak with students 
• Have instructors cont inue to call students who were absent from class to see 

if they can be any help and to keep the students current on ass ignments 
due. 

• Move new student orientation to the f irst week of the quarter instead of 
during the break. It is also being done tw ice; both day and night so all 
students have the opportun ity to attend . This is being implemented to 
improve attendance because it is an important part of the student's 
enro llment and transition process. 

• Continue to monitor attendance daily if possible and at least twice each 
week . The Director of Education can do this by accessing the school's 
database and look at individual's attendance cards. 

• Continue to do weekly Education Activity Reports generated by the 
educat ion office and given to the President's Office. Attendance letters sent, 
attendance calls made, and student withdrawals are just severa l 
components of th is report. 

• Do retention reports semi-quarter ly and address them at the faculty meet ings 
• Give the instructors a monetary incentive to keep students in their c lass 
• Expand and update our library. 

All of the suggested activ ities have been implemented and we have seen a 
tremendous improvement in the retention rate since we experienced a downturn 
in 2006. We will continue those efforts and monitor the rate. For the first quarter 
of our 2009-201 O schoo l year, we had a 85.2% retention rate and followed that 
up with an 91.6% retention rate for our second quarter . These retention reports 
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are located in the Director of Education's office and are broken down by 
individual instructor rates on the reports. 

In addition to continuing the efforts outlined above, our IEP Committee decided to 
address the transportation issue which contributes to our withdrawal rate. We 
have decided to speak about carpooling at the beginning of each quarter to 
encourage students to provide rides for each other. Since we are strictly a 
commuting campus, transportation is vitally important. Presently, we have "Need 
a ride" and "Lend a ride" sign up sheets posted in the school. However, that 
effort has not been the entire solution to the transportation problem so we are 
going to stress the importance of carpooling. Our initial plan is to have our 
instructors mention carpooling during the first week of the quarter and then have 
the students become familiar with each other and where they live to ascertain 
whether carpooling is feasible or not. In addition, we will broach the subject 
during our new student orientation held the first week of the quarter. It is our 
feeling that trying to encourage carpooling will alleviate the problem. 

E. Personnel Involved in Improving Retention Efforts: 

The following individuals have been named to the Retention Effectiveness 
Committee (academic/experiential credentials included): 

Robert L. Shirey, Gallipolis Career College President. Mr. Shirey has been 
involved in career education for over 30 years. His primary expertise is in the 
area of admissions; however he has served in all areas of the industry. He is a 
member of the Board of Directors of the Ohio Association of Career Colleges and 
Schools and also serves on the Job Service Employers Council for the Ohio 
Bureau of Employment Services. He also serves as public relations committee 
chair for the latter. Mr. Shirey is also involved in the local community thru 
membership in the Gallia County Chamber of Commerce, Meigs County 
Chamber of Commerce , and the Gallipolis Retail Merchants Association. 

Joy Staten, M. Ed., Instructor/Coordinator Secretarial Studies. Ms. Staten has 
been with the institution since 1993. Prior to coming to the postsecondary sector 
she was a teacher in various public school systems in Ohio. Ms. Staten is a 
member of The International Associat ion of Administrative Assistants . 

Wesley R. Young, Director of Education. Mr. Young has been involved in 
proprietary schools since 2001. He has been with Gallipolis Career College 
since 2001. He has attended numerous continuing education workshops 
including ACICS Retention Workshops. 

Bo Shirey, Director of Admissions. Bo is a 2005 graduate of Ohio University and 
has been with GCC for almost five years. He brings new and fresh ideas to the 
committee from the admissions' perspective. 

F. Projected Implementation Dates: 
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All of the above suggested retention goals will be implemented immediately and 
will be monitored on a quarterly basis to see how the suggestions are affecting 
retention. Wesley R. Young will oversee the entire process and will make 
adjustments and/or changes as necessary. 

G. Special Characteristics of Program Offerings/Demographic Make-up 

The only characteristic of program offerings that seems to affect retention 
currently would be the lack of student success skills training. This, of course, is 
being corrected by the continued usage of the Making Your Mark presentat ions 
with new students each quarter. 

In terms of demographics, recent updates in welfare reform laws have impacted 
and will continue to impact retention at the institution. The new law as it is being 
implemented in Ohio will give less credit for attending school (i.e. JOBS 
Program) and place a much greater emphasis on work regardless of the 
relationship between the training students are receiving and the welfare 
placement site. Many single parent students already balancing school and 
children will find it difficult to maintain a nearly full-t ime mandatory work schedule 
as well. If a choice has to be made between keeping welfare benefits (e. g. 
Medicaid Card) and staying in school, many, unfortunately, will choose the 
former. The tri-county area the institution serves maintains an average 
unemployment rate of 11.6% according to October 2009 statistics. This area 
also has over 25 percent of the families living below federal poverty guidelines. 
Appalachian Ohio has tradit ionally been beset with high unemployment. Many of 
the students the institution serves are first-generation college students who have 
little background in the cultural and economic advantages a college education 
offers; thus, the choice for many to stay in school and complete a diploma or 
degree has become increasingly difficult. 

V. PLACEMENT ACTIVITIES 

A. Placement Rates: 

The following table shows actual placement rates at Gallipolis Career College for 
the last nine years based on the ACICS Annual Institutional Report. 

VEAR 
2001 
2002 
2003 
2004 
2005 
2006 
2007 
2008 
2009 
2010 
2011 
2012 

PLACEMENT 
76.9% 
78.3% 
53.6% 
68.6% 
73.3% 
75.9% 
71.4% 
79.3% 
69.6% 
63.6% 
63.6% 
73.5% 



B. Placement Goals: 

YEAR 
2014 
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PLACEMENT GOAL 
74.0% 

C. Reasons for Variance in Placement Rates: 

Placement rates have been fairly stable for the past several academic years. 
Efforts to increase placement rates are continuing in the form of telephone calls 
to employers , letters to prospective employers , pre-placement act ivities , including 
but not limited to: Professional Development class which is concentrating on 
resume writing and interviewing skills, and employment counseling where 
students are given an opportunity to discuss their plans/goals regarding 
employment. A much greater emphasis is being placed on students ' attitude 
toward the world of work. This is a necessary component of our placement efforts 
as opposed to total emphasis on the technical skills needed on the job. Student 
portfolios are requ ired in the Professional Development class. This has afforded 
the students an opportunity to have their skills and competencies showcased and 
ready to present to the Placement Director and during subsequent employer 
interviews. 

D. Plans for Improvement of Placement Rates: 

Immediate Plans 

The inst itution will continue to assist graduates in a manner that is consistent and 
professional. The Placement office will employ the following methods based on 
the ir success rate: 

• Scanning local classified for openings and notifying students seeking 
placement assistance of details in an effort to set up interv iews. 

• Mailing letters to employers covered in the scope of our academic programs; 
thus, previewing opportunities for graduates and prospect ive graduates 
alike. 

• Consolidating graduates' resumes in an electronic format that allows for 
instant access by the Placement office, as certain employers prefer that we 
fax cop ies to save time. 

• Making follow-up telephone calls on any job leads received from area 
employers. 

• Report ing placement activities week ly to both the President and the Director 
of Education so that placement activities can be monitored closely . 

• Keeping in contact with those students expressing no desire to work or to 
use the ir deg ree or diploma for employment purposes. We still must include 
them in our AIR as "not working " so we cannot ignore them. Situations and 
lifestyles change and we must know when they do. 

• Continuing to utilize our Adv isory Committee for suggestions on 
improvements to curriculum and serv ices. 

• Kathy Davis, Placement Director, will strive to make more on-site visits to 
loca l employers . 
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E. Personnel Involved with Improving Placement Rates 

Kathy Davis, Placement Director. Kathy has been overseeing the placement 
efforts of GCC for almost ten years. She is the 2005 recipient of Placement 
Director of the Year as presented at its annual meeting by the Ohio 
Association of Career Colleges and Schools. 

Joy Staten, Instructor and Externship Developer. Joy who is also on the 
Retention Committee helps the placement effort by developing externship 
sites for ready-to-graduate students. Many times the externships lead to 
permanent jobs upon graduation. 

F. Special Character istics/Demographics 

The tri-county area that we mostly serve has had high unemployment rates 
which were reported at an average of 11.6% for October 2009 and high levels 
of poverty. Wages paid are less than what can be commanded only an hour 
away. But, the area we serve has inhabitants who are grounded in their roots 
and desire to remain near family and where they feel most comfortable. 
Sometimes this hampers our efforts because better jobs and opportunities 
exist but relocation and/or travel would be required and that is not feasible for 
most of our graduates . 

VI. EMPLOYER /GRADUATE SATISFACTION 

A. Means of Determining Graduate Satisfaction 

Graduates and employers of Gallipolis Career College graduates are sent a 
survey to complete twice each year which indicates their satisfaction with the 
training/education received. This survey is administered through the Education 
and Placement offices. The primary purpose of this survey is to determine if 
graduates have received the skills necessary to perform competently in career 
fields for which they were trained. Results of th is survey are utilized by the 
Education office to determine if curriculum content, textbooks, equipment , 
software, and instructional methods are fulfilling the objectives of the institutional 
mission. The survey consists of five questions: rate the instruction received, rate 
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the course relevance to your career field, rate the advisement you received, rate 
the administrative services, rate the placement services provided, and what 
suggestions you have to make improve the effectiveness of Gallipolis Career 
College. The questions have a rating scale of 1 (excellent) to 5 (poor). The 
results of the survey are tabulated and will be discussed and analyzed by the 
administration of the college. 

B. Survey Results From Graduate Surveys 

The results for the 2012 to 2013 graduate surveys were 1.4, which is an 
improvement from the prior report. The results of the 2008 and 2009 surveys 
received back from our graduates totaled 162 points out of 104 questions 
answered which gave us an average score of 1.56 which is about the midpoint of 
between "excellent" and "good". In comparison, this is consistent with the 
previous average from 2007 of 1.49. There is no particular area that stands out 
and the rate of return on the surveys has greatly improved from previous years. 
We will work to improve upon that by being more diligent and emphasizing the 
importance of the survey to our graduates. However, we are quite pleased that 
the graduates think we are doing a good to excellent job . 

C. Means of Determining Employer Satisfaction 

Twice each year, we survey the employers of our graduates. The purpose of the 
survey is to measure the employers' satisfaction of our graduates. We ask each 
question to be answered on a scale of 1 to 5 with 1 being excellent and 5 being 
poor. These quest ions deal with the graduate's training and preparedness for the 
employers' areas of business. We also ask for any proposed curriculum changes 
they would make in the training of our currently enrolled students. The actual six 
questions about the graduate's skills are: rating the graduate's training in relation 
to their performance, rating the graduate's exposure to relevant technology and 
techniques, rating their communicat ion skills, rating their human relations skills, 
rating their problem solving skills, and rating their customer service skills. We 
utilize the feedback from these surveys in our retention and IEP meetings when 
discussing curriculum changes and the general satisfaction of the employers of 
our graduates. 

D. Survey Results From Employer Surveys 

The results from the 2012 to 2013 surveys were 2.03. The results from the 2008 and 
2009 surveys were slightly lower than the previous year's results of 1.49. The most 
recent surveys totaled 144 points out of 84 questions answered for an average of 1. 71. 
We also received more surveys back than we did the previous year which is 
encouraging and gives us a broader range to analyze. We will continue to survey the 
employers of our graduates and strive for an even greater response. The bottom line 
though is that we are doing a very good job according to the employers of our graduates 
and that is great news for us. 
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Immediate Plans 

Employer Satisfaction Surveys will continue to be mailed and tabulated at six-month 
intervals. The survey will maintain its present format. School personnel will continue to 
make more personal face-to-face visits with the employers to improve feedback and 
increase the number of survey responses. We will strive for improvement in our survey 
results. With the changes made to our curriculums, we anticipate graduating more 
qualified students who will produce better results in their career positon. 

Graduate Satisfaction Surveys will continue to be mailed and tabulated at six-month 
intervals. The survey will maintain its present format. School personnel will make follow
up phone calls with the graduates to improve feedback and increase the number of 
survey responses. We are happy with the feedback we have received with the number 
of responses. Any improvement from the previous year is viewed as a positive and we 
accomplished that. 

Long Range Plans 

At present the only long range plans for the surveys will be their continued use in 
conjunction with the Institutional Effectiveness Plan. 

VII. Evidence of the Plan's Effectiveness 

We believe that over the past twenty years Gall ipolis Career College has served both its 
students and community well. We have over 300 of our graduates working in the 
immediate area. We are proud of our motto "Careers Close to Home". Our graduates 
have been placed at a rate of around 71 % in their field or a related field of study which is 
very good for the area we serve. We make a strong effort to listen to our employers and 
graduates and make changes when warranted . Our current students cannot be 
forgotten either when evaluating our plan, and they have given us an average approva l 
rating of 92.5% for the 2011-2012 academic year on their mid-quarter evaluations of our 
school and programs. Our retention rate has improved tremendously and our retention 
efforts continue to improve. Our graduates and employers of our graduates have given 
us positive feedback with a rating between good and excellent. We are not going to be 
complacent and dwell on the present but will be continue to seek ways to improve in our 
future endeavors. However, we believe that the statistics do not lie and we are doing a 
good job and meeting the needs of our students and community . 



Campus Effectiveness Plan (CEP) Review 

Institutional Effeclive ness CAMPUS EFFECTIVENESS 
3-1-110 - INS TIT UTIONAL EFFECTfVENESS 
An imponant indication of the overall effectiveness of 1.07 
an ACICS-accredited institution is the degree to which 
it meets its own predetermined educational outcomes . 
Each campus of an ACICS-accred ited inst itution, 
consistent with its mission, shall develop and implement 
a Campus Effectiveness Plan that identifies how it plans 
to assess and continuously improve its educational 
programs and processes, and that addresses its ability to 
meet the educational and occupational objectives of its 
programs. In this document, each campus should 
attempt to incorporate short -term objectives to be 
accomplished in order to achieve the mission of the 
institution as it applies to the campus and its future 
goals. 

3-1-111. Campus and fll stituti onal Effective11ess 1.08 
Pla11s. Each campus shall have on file a Campus 
Effectivene ss Plan (CEP) . A main and its additional 
locations may share aspects of a CEP, such a~ the 
mission, but each main and add itional location is 
expected 10 have its own plan for effectivenes s that 
describes the characteristics of the programs offered and 
of the student population, describes what types of data 
will be used for assessmen t, identifies outcomes, and 
states how continuous improvement will be made to 
improve or enhance ou tcomes at the campus . A 
distributed enterpri se institution must a lso submit a 
consolidated Institutional Effectiveness Plan (lEP) 
containing information and data on the institution as a 
whole. The IEP of a distributed enterpr ise institution is 1. 09 
due on or before September 15 annually. 

For the Campus Effect iveness Plan, the following six 
elements, at a minimum, will be evaluated for 
institutional 
effectiveness: 

I . student retention rates; 

2. student placement rates ; 

3. level of graduate satisfaction; 

4. level of employer satisfaction ; 

5. student learning outcomes; and 

6. graduation rates ( when availab le). 

In compil ing the data needed to assess the six elements, 
each campus sha ll identify and describe how the data 
were co llec ted, the rationale for using each type of data , 
a summary and analysis of the data collected , and an 
explanat ion of how the data have been used to improve 1.10 
educationa l processes. Baseline data must be identified 
for each of the five elements . 

For example, the data needed to demonstrate student 
learning outcomes includes baseline data and data to 
support that student learning has occurred . Examples of 
data may include, but are not limited to, course grades, 
GPA, CGPA , pre- and post-tes ts, entrance assessme nts, 
portfolios , standardized tests, professional licensure 

Does the campus have a current Camp us Effectivene ss 
Plan (CEP)? 
0Ye s 0No 

If No, insert the section number m parentheses and 
explain: 

If the camp us is an additional location, does the 
additiona l location have its own CEP, separate from the 
main campus IEP? 
D Yes D No D Not App licable 

If No, insert the section number in parenth eses and 
explain: 

Doe s the CEP describe the following? 
(a) The characterist ics of the programs offered. 
D Yes 0No 
(b) The charac teristics of the student population. 
0Ye s 0No 
(c) The types of data that will be used for assessme nt. 
0Ye s 0No 
(d) Specifi c goals to improv e the educat ional processes. 
D Yes 0No 
(e) Expected outcomes of the plan s. 
0Y es 0No 

If No for any item, insert the section numb er m 
parenthe ses and explain: 

Are the followin g five required elements evaluated in 
the CEP? 
(a) Student retention. 
0Ye s 0No 
(b) Student placem ent. 
0Yes D No D Not App licable (new 
add itional locat ion only) 

1 



examination s, and other measures of skill and 
co mpetency an ainment. Placement data should not be 
used exclus ively to validate student learning outcomes. 

(c) Level of graduate satisfaction. 
0Yes D No D Not Applicable (new 
additional location only) 
(d) Level of employer satisfaction. 
0Yes D No D Not Applicable (new 
additional location only) 
(e) Student learning outcomes . 
0Yes 0No 

If No for any applicable item, insert the section number 
in parentheses and explain: 

1.11 Define the student learning outcomes used by the 
campus and how these outcomes are being assessed. 

Are they appropriate? 

1.12 Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
D Yes D No D Not Applicable 
(b) The data used by the campus to assess each 

outcome. 
D Yes D No D Not Applicable 
(c) How the data was collected. 
D Yes D No D Not Applicable 
(d) An analysis and summary of the data collected and 

an explanation of how the data will be used to 
improve the educational processes. 

D Yes D No D Not Applicable 

If No for any applicable item, insert the section number 
in arentheses and explain: 

1.13 Has the campus publi shed annual placement and 
retention goals in its CEP that take into account its rates 
from the last three Campus Accountability Reports and 
that demonstrate its ability to maintain or improve 
retention and placement outcomes? 
D Yes D No D Not Applicable (new 
additional location or initial applicant only) 

If No, insert the section number in parentheses and 
explain: 

2 



-
1.14 Has the campus published specific activities that will be 

undertaken to meet placement and retention goals? 
D Yes D No D Not Applicable (new 
additional location only) 

If No, insert the section number m parenthe ses and 
explain: 

1.15 Describe the specific activities that the campus will 
undertake to meet these goals . 

3-1-112. Implementation and Monitoring of Campus 1.16 
and lllstit11tio11al Eff ectiveness Plans. Distributed 
enterprise institu tions and all campuses shall document 
that the spec ific activities listed in the plan are carried 
out and that pe riodic progress repo rts are completed to 
ensure that th e plan 's activities are implemented. 
Appropriate individuals should be ass igned 
responsi bility for implement ing and monitoring the 
Campus and Institutiona l Effect iveness Plans. 

3-1-113. Evaluatio11 of Campus and lll stitutio11al 1.17 
Eff ectiveness Plans. Distribute d enterprise institutions 
and all campuses shall evaluate the plan, its goals, and 
activ ities at least annually. Evaluation requires the 
de termination o f initial base line rates and a 
measurement of resu lts a fter planned act ivities have 
occ urred . Distributed enterprise institutions and all 
campuses shall mainta in documentation of historical 
outcomes and show ev idence of how th is documentation 
is used to achieve expected goa ls . Distributed ente1prise 
instituti ons and all campuses should adjust their goa ls 
acco rdingly as a result of an eva luat ion of the 
Institutional and Campus Effect iveness Plans. 

What documentation should be reviewed to determine 
the following? 
(a) That the CEP has been implemented. 
0Y es 0No 

(b) That specific activities listed m the plan have been 
completed. 

0Ye s 0No 

( c) That periodic progress report s have been completed. 
0Yes 0No 

What documentation would you expect to see to show 
that the CEP is evaluated at least annually? 
D Yes D No D Not Applicable (new 
additional location or initial applicant only) 

3 



CAMPUS EFFECTIVENESS PLAN (CEP) CHECKLIST 

Section 3-1-110 
___ l . The CEP is developed, implemented, and congruent with the campus mission. 
___ 2. The CEP identifies ways to assess and continuously improve educational pro grams and processes . 
___ 3. Short-term objectives are included in the plan. 
___ 4. If the campus is an additional location, does the additional location have its own CEP, separate from the 

main campus CEP? 

Section 3-1-111 
___ 1. The CEP describes the characteristics of the programs offered. 
___ 2. The CEP describes the student population. 
___ 3. The CEP states how continuous improvement will be made to improve or enhance these outcomes: 

(These six outcomes must be in the CEP. The campus may choose to add outcomes. e.g. Default rates.) 

Student retention rates 
_ Student placement rates 
_ Level of graduate satisfaction 
_ Level of employer satisfaction 
_ Student learning outcomes (more than one) 
_ Graduation rates (when available) 

___ 4. The CEP descri bes the types of data, including baseline data , used for assessmen t. 
___ 5. The CEP describes how the data were collected . 
___ 6. The CEP describes the rationale for using the data. 
___ 7. The CEP provides a summary and analysis of the data collected. 
___ 8. The CEP describes how the data were used to improve educational processes. 
___ 9. The CEP describes how baseli ne and compa rat ive data were used to demonstra te that student learning have 

occurred. 
__ 10. The CEP identifies placement and retention rate goals for the following year and identifies the rates for the past 

three CAR years (if applicable) 
__ 11. The CEP identifies the specific activities that will be under taken to meet the goals set for each elemen t for the next 

year. 

Section 3-1-112 
___ l. The CEP documents that the specific activ ities identified in the plan are carr ied out and that periodic progres s 

reports are completed . 
___ 2. Periodic reports of CEP progress are completed to ensure that the plan 's activities have been implemented. 
___ 3. The campus has identified individuals assigned with the respo nsib ility for implementing and monitor ing the CEP. 

Section 3-1-113 
___ l. The campus evaluates the plan, its goals, and activities at least annually. 
___ 2. The annual evaluation requires the determination of initial baseline rates and a measurement of results 

after planned activities have occurred. 
___ 3. The campus has documentation of historical outcomes (for the prior three years is sufficient). 
___ 4. The CEP shows evidence of how this historical data is used to achieve expected goals. 
___ 5. The campus has adjusted its goals as a result of the evaluation of the CEP. 
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INTRODUCTION 

Mission and Objectives 

The mission of Central College is to provide a quality, career-focused postsecondary education 
to prepare students of diverse backgrounds, interests, and abilities to achieve their professional 
and academic goals. To achieve this mission, we are dedicated to these objectives: 

• Develop intellectual, analyt ical, and critical-thinking skills in our students . 

• Provide students with personalized, in-depth, and career-focused skills to achieve success 
on the job by providing up-to -date equipment, appropriate learning materia ls and supplies, 
and dedicated and tra ined faculty with relevant work experience . 

• Provide students and staff a caring environment that stresses accountab ility and high ethica l 
standards. 

• Assist graduates in securing ful l-time positions in their field of study. 

• Serve the community by providing employers a poo l of high-quality, competent, and pro
ductive employees who have both the technical training and personal skills to be successful 
on the job. 

History of the College 

Central College was founded in 1958 in Omaha, Nebraska, by Ms. Rachael Staub, a lifelong post
secondary educator . The col lege opened its doors in January 1958 and enrolled 58 students in 
diploma and associate's degree programs in Medical Assisting. Upon Ms. Staub's death in 1973, 
the col lege was purchased by Career College Centers, Inc., a Nebraska corporat ion that now op
erates 13 career colleges in five states. The campus was firs t accredited by ACICS in 1976 and 
has been continuously accredited since then. 

The Campus Effectiveness Team 

The Campus Effectiveness Plan (CEP) Committee comprises the campus director, director of ed
ucation, director of financial aid, director of admissions, and director of career services. The 
team meets at least twice a year. The winter meeting is devoted to drafting the next year's CEP. 
The draft plan is then shared with the campus advisory committee and revised as needed. Each 
subsequent CEP committee meet ing is devoted to analyzing the data and the implementation of 
plans up to that point and making whatever adjustments are deemed desirable. M inutes of the 
three CEP committee meetings held last year are included in Appendix A. 

STUDENT DEMOGRAPHICS 

Current student demographics are shown in Table 1, and program enrollments are shown in 
Figure 1. 
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Table 1. STUDENT DEMOGRAPHICS 

No. No. 

Status Day 305 
Evening 174 

479 
Full-t ime 401 
Part-time 78 

479 
Sex Female 162 

Male 317 

479 
Ethnicity Caucasian or Wh ite, non-Hispanic 282 

Age 

70 % 

60% 

50% 

40% 

30% 

20 % 

10% 

0% 

Afr ican-American or Black, non-Hispanic 81 

Hispanic 67 
Asian or Pacific Islanders 10 

American Ind ian or Alaskan Native 5 
Undisclosed 34 

479 
<18 0 
18-21 139 
22-29 220 
30-39 96 
40> 24 

479 

Figure 1 . PROGRAM ENROLLMENTS 

58% 

Med ical 
Assisting 

Accounting and 
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Adminis t rat ion 

Info rmat ion 
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% 

64 
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100 
84 
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100 
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66 
100 
59 
17 

14 
2 

1 
7 

100 

0 
29 
46 

20 
5 

100 

Paralegal 

As shown, the major ity of the current student populat ion are full-time day students, and 
most are male. Three-fourths of the students are between the ages of 18 and 29. Medi 
cal Assisting students comprise nearly three-fifths of the campus popu lation. These re
sults have been consistent over the past three years. 
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PROGRAM CHARACTERISTICS 

Central College offers th ree bachelor's degrees, four associate's degrees, and th ree diploma 
programs. The character istics of each program are given below. 

Associate of Applied Science Degree in Medical Assisting 

The object ives of the associate of science degree in Medical Assisting are to prepare students to 
work as allied healthcare professionals in both front - and back-office operat ions. Medica l assis
tants are employed in physicians' offices, medical clinics, hospita ls, laborator ies, and other 
health agencies. The goals of this program are to prepare graduates to : 

• Ident ify, demonstrate, and use OSHA princ iples, Universal Standard Precautions, and aseptic 
techn iques. 

• Demonst rate appropr iate compute r technology and medical admin istrative skills. 

• Perform and analyze clinical procedures and chart patient data. 

• Inte rpret and use medical terminology correctly. 

• Prepare and maintain patient examination areas. 

• Apply basic pharmacology, including dosage calculations, drug interact ions, and medications 
administration. 

• Apply legal, eth ical, and caring medical standards of pract ice. 

• Demonst rate appropriate wr itten, oral, math, and critica l-thinking skills. 

• Exhibit social responsibi lity and respect for the diverse cultures of a global society. 

Bachelor of Science Degree in Accounting 

... [Similar narrative for each credential offered .] 

RETENTION 

Central College is committed to providing a learning environment and support system that en
courages students to achieve their educat ional goals of graduating and being hired in a position 
for wh ich they were trained. Providing this learning environment and support system requires 
student persistence- that is, remaining enrol led and graduating. Achieving effective retention 
results requires the commitment of the ent ire college commun ity - students, faculty, and ad
ministration. 

Type of da ta The campus measures retent ion using the ACICS Campus Accountabi lity Report (CAR) formu la: 
used. 

Retent ion Percentage Rate= (A - B) / A, where A= the Beginning Enrollment plus Reentries plus 
New Starts and B = Withdrawa ls. 
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This measure is used to ensure unifo rmity and to enable the campus to compare performance 
over time and with other ACICS institut ions. Data was col lected from the 2012 CAR submitted to 
ACICS. The baseline rate is the previous year's performance . The goals are to (a) mainta in or im
prove retention from the previous year, and (b) equal or outperform the ACICS average. Thus, 
the 2012 retention goal was at least 75 percent, and the 2013 retention goal is at least 80 per
cent. 

Retention Results 

Overall retent ion results are shown in Table 2. 

Table 2 . OVERALL RETENTION RATES 

Analysis of data Overall, the campus achieved its goals by improving retention by 5 percent from the previous 
collected . year and by outperforming the ACICS average by 7 percent. 

Summa1y of data 
collec ted. 

Identifies the 
number of stu

dents in each 
program- as an 
aid in interpret· 

ing the data . 

Programmat ic retention for the most recent repo rt ing year is shown in Table 3. The goal is for 
no program to underperform the overal l retention goal by more than 5 percent. Programs that 
underperform the overall goal wil l be analyzed further. 

Table 3 . PROGRAMMATIC RETENTION RATES 

% Difference 
2012 From Overall 

Credential No. Retention% Goal (75%) 

Business Administration-Associate's Degree 56 89 +14 

Business Administration - Bachelor's Degree 48 85 +10 

M edical Assisting- Diploma 145 80 +5 
Accounting-Bachelor's Degree 31 79 +4 

Medical Assisting-Associate's Degree 132 78 +3 

Accounting-Associate's Degree 21 77 +2 

Information Technology- Bachelor's Degree 19 76 +1 

Paralegal-Diploma 9 67 -8 

Paralegal-Associate's Degree 2 65 -10 

Accounting-Diploma 16 64 -11 
Total 479 80 --

Analysis of data The results show the fo llowing: 
collected . 

1. Seven of the ten programs (compr ising 94 percent of the student populat ion) achieved re
tention rates not lower than -5 percent of the overall goal of 75 percent. In fact, two pro
grams (the bachelor's and associate degrees in Business Administration) achieved retention 
rates significant ly higher than +5 percent of the overal l goal. Thus, no further retention 
analysis of these seven programs is merited. 
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2. Three programs (the diploma in Accounting and the associate degree and diploma in Parale
gal, compr ising 6 percent of the student popu lation} achieved retent ion rates significantly 
lowe r than 5 percent of the overall goal. 

Retention Action Plan 

Based on these findings, the follow ing new initiat ives w ill be undertaken beginning next quarter : 

1. All sections of Accounting I will be taught by an experienced full -time accounting instructor 
with substantial industry experience. It is expected that the teaching and industry experi
ences th is instructor will bring to the class w ill enhance student involvement and retention. 

2. All paralegal classes will be required to schedule at least two guest speakers or field trips d i
rect ly relevant to the paralegal profession . Again, the goal is to enhance student involve
ment and retention. 

Interim retention results for all programs wil l be an agenda item at our November 2 CEP Com
mittee meet ing. In addit ion to these short-term plans specific to the retent ion data analyzed, 
the campus has developed an overal l Five-Year Strategic Retention Plan, shown in Appendix B, 
wh ich is designed to enable the campus to meet its retention goals. This plan is reviewed at 
least annually and at all CEP Committee meetings, with revisions made as needed. 

PLACEMENT 

The mission of Central College is to prepare students of diverse backgrounds, interests, and abil 
it ies for direct entry into the job market or to enhance their chances of advancement . Because 
most of our programs are termina l in nature and designed to lead to emp loyment rather than 
continuing educat ion, successful placement lies at the heart of ou r mission. 

Type of data The campus measures placement using the ACICS CAR formula: 
used. 

Ratio nale for 
using that type of 

data. 

Method of col
lecting the data. 

Baseline rate. 

Placement Percentage Rate= (PF+ PR/ (G - U}, where PF= Placed in Field, PR= Placed in Relat
ed Field, G = Graduates and Completers, and U = Unavailable for Placement. 

This measure is used to ensure uniformity and to enable the campus to compare performance 
over time and with other ACICS institut ions. Data was col lected from the 2012 CAR submitted to 
ACICS. The baseline rate is the previous year's performance. The goals are to (a} maintain or im
prove placement from the previous year and (b) equa l or outperform the ACICS placement aver
age. Thus, the 2012 placement goal was at least 79 percent, and the 2013 placement goal is at 
least 83 percent. 

Placement Results 

Overall placement results are shown in Table 4. 
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Table 4 . OVERALL PLACEMENT RATES 

I I 

campus 71% 79% 83% 
ACICS 74% 71% 71% 

Analysis of data Overall, the campus achieved its goals by improving placement by 4 percent from the previous 
collected. year and by significantly outperforming the ACICS average by 12 percent. 

Summary of data 
collected. 

Data arranged 
from high to 

low-as an aid in 
interpreting the 

data. 

Always, the 
number of re

spondents is 
identified . 

Programmatic placement for the most recent reporting year is shown in Table 5. The goal is for 
no program to underperform the overall placement goal by more than 5 percent. Programs that 
underperform the overall rate by more than 5 percent will be analyzed further. 

Tabl e 5. PROGRAMMATIC PLACEMENT RATES 

% Difference 
No. of 2012 From Overall 

Credential Graduates Placement% Goal (79%) 

Information Technology-Bachelor's Degree 3 100 +21 
Medical Assisting-Associate's Degree 61 94 +15 
Medical Assisting-Diploma 102 84 +S 

Business Administration-Bachelor's Degree 12 83 +4 
Business Administration - Associate's Degree 22 77 -2 
Accounting-Bachelor's Degree 7 71 -8 
Paralegal-Diploma 4 so -29 
Accounting-Associate's Degree 10 60 -19 

Accounting-Diploma 11 55 -24 
Paralegal-Associate's Degree 0 -- --
Tota l 232 83 -

Analysis of data The results show the fo llowing: 
collected. 

Extenuating 
circumstances 

for not reaching 
a goal. 

1. Five of the nine programs (comprising 86 percent of the student population) achieved 
placement rates not lower than -5 percent of the overall goal of 79 percent. In fact, two 
programs (the bachelor's degree in Informat ion Technology and the associate's degree in 
Medical Assisting) achieved placement rates significant ly higher than +5 percent of the 
overall goal. Thus, no further retention analysis of these five programs is mer ited. 

2. Although the Paralegal dip loma graduates were placed 29 percent below the campus goal, 
the small number of graduates do not merit further analysis. For example, if just one more 
graduate had been placed, the program's placement rate wou ld have been 75 percent 
which is within the -5 percent of the overall placement goal. 

3. All three Accounting programs performed below the average rate, with the associate-degree 
and diploma programs performing significant ly below average. 

Placements in the Accounting programs were adversely impacted by the closing last year of Al
lied Financial, the fifth largest employer in the city and a major hirer of Central College gradu 
ates. 
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Placement Action Plan 

Based on these findings, the follow ing new initiat ives wil l be undertaken beginning next quarter: Description of 
how the data are 

being used to 1. 
improve educa

tional processes. 

The business department chair, who oversees both the Business Administration and Ac
counting programs, and the career services director have been charged with developing an 
action plan to improve placement in these two areas, with a report due at our November 2 
CEP Committee meeting. 

Programs not 
meeting the 

ACICS threshold 
level for reten 

tion or place
ment are re
quired to in
clude an Im-

provement Plan 
in the CEP. 

Although an as
sessment of on· 
campus student 

satisfaction is not a 
required element 

of the C£P, cam
puses are encour

aged to include 
addit iona l infor

mation that is rele
vant to improving 
their overall effec -

tiveness. 

Type of data used, 
ra~onale for using 

that type of data, 
method of collect 

ing the data, and 
baseline rate. 

2. The career services director has been charged with attending each monthly meeting of the 
Omaha Chamber of Commerce. If she is unable to attend a meeting, a member of her staff 
w ill attend. The objective is to network more closely with potentia l employers. 

The institut ion's comp lete Placement Improvement Plan for the Accounting diploma program is 
shown in Append ix C. It presents and analyzes the data collected and all the new strategies we 
are implementing, along with the individual responsible, all activities implemented in a one -year 
period, and the expected outcomes. 

Inte rim placement results for all programs will be an agenda item at our November 2 CEP Com
mittee meeting. In addit ion to these short -term plans specific to the placement data analyzed, 
the campus has developed an overall Five-Year Strategic Placement Plan, shown in Appendix D, 
which is designed to enable the campus to meet its placement goals. This plan is reviewed at 
least annually and at all CEP Committee meetings, w ith revisions made as needed. 

STUDENT SATISFACTION 

Student satisfact ion is assessed once a year. The form measures student satisfaction with all as
pects of the administrat ion and educational activities, as we ll as miscellaneous factors {see Ap
pendix E), since these aspects are considered crucial to the campus being able to achieve its 
mission. The form is comp leted online using Survey Monkey during a regular class period. The 
survey is admin istered anonymous ly by a member of the administrat ive staff, w ith the instructor 
absent from the classroom. 

Using a five -point scale, where 1 = Extremely Dissatisfied and 5 = Extremely Satisfied, the base
line rate and goal is to achieve an overa ll average score of at least 4 {"Somewhat Satisfied"). Any 
area achieving a score of less than 4 requ ires corrective steps by the appropriate department. 
The miscellaneous factors are analyzed separately. 

The results are shown in Table 6. 



Summa1y of data 
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Analysis of data 
collec ted. 

Summary of data 
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Table 6. OVERALL STUDENT SATISFACTION 

2011 2012 
(N = 402) (N = 431) 

Administra t ion 

Admissions 4.3 4.2 

Financial Aid 4.0 4.1 

Academic Affairs 4.6 4.5 
Career Services 3.8 3.9 
Administration Average 4 .2 4. 2 

Instruction 

Program Curriculum 4.5 4.7 

Instructors 4.8 4.7 

Labs and Equipment 3.7 4.2 

library 4.3 4.3 

Instruc t ion Average 4.3 4.5 

Overa ll Average 4 .3 4.3 

Overall, student satisfaction remained unchanged from the previous year, w ith an average rat 
ing of 4.3 for both years. The only area below the 4.0 threshold was the 3.9 rating for career ser
vices. This is most likely due to the low interaction of most current students with the depart 
ment. Students don't take the ir required Career Success course unti l their last quarter of at
tendance. Thus, no further action is warranted. This course is taught by the director of career 
services. 

Programmat ic graduate satisfaction rates (with a scale of 5 = Extremely Satisfied and 1 = Ex
treme ly dissatisfied) are shown in Figure 2. 

4.7 

4.6 

4.5 

4.4 

4.3 

4.2 

4.1 

4 

3.9 

3.8 

3.7 

Figure 2. PROGRAMMATIC STUDENT SATISFACTION 

4.6 

Informat ion Medical Assist ing 
Technology 

Paralegal Account ing and 
Business 

Administrat ion 

Analys is of data The results show all programs receiving a rat ing of at least 4.0, so no further action is warranted 
collected . regarding programmatic student satisfact ion. 
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GRADUATE SATISFACTION 

As part of its graduate exit interview, Central College requi res graduates to comp lete a graduate 
satisfaction questionna ire, which is used by the administration to mon itor and improve all as
pects of campus operations. However, because ACICS requires the measurement of graduate 
satisfaction after placement, the campus e-mails students a different graduate satisfact ion 90 
days following graduation. The form measures graduate satisfaction with all aspects of the ad-

Rationa le for using ministration and educational activ ities, as wel l as miscellaneous factors (see Append ix F), since 
th

at type of data, . these aspects are considered crucial to the campus being able to achieve its mission. 

Method of collect- The form is comp leted on line, using Survey Monkey. If a response has not been received in two 
ing the data and 

baseline rate. weeks, a follow -up phone call is made to the graduate, urging him or her to complete the ques-

Summa1y of data 
collected. 

Analysis of data 
collected . 

tionnaire as a means of improving campus operat ions for future students. If necessary, a second 
follow -up phone call is made two weeks later. Using a five-point scale, where 1 = Extremely Dis
satisfied and S = Extremely Satisfied, the baseline rate and goal is to achieve an overal l average 
score of at least 4 ("Somewhat Satisfied"). Any area achieving a score of less than 4 requi res cor
rective steps by the appropriate department. The miscellaneous factors are analyzed separately. 

In 2012, of the 193 graduates placed, completed questionnaires were received from 147 gradu
ates, for a response rate of 76 percent. Overall graduate -sat isfact ion results are shown in Table 
7. 

Table 7. OVERALL GRADUATE SATISFACTION 

2011 2012 
Administration 

Admissions 4.6 4.7 

Financial Aid 4.1 3.7 

Academic Affairs 4.6 4.5 

Career Services 4.1 4.0 

Adm inistration Average 4.4 4.2 

Instruction 

Program Curriculum 4.6 4.8 

Instructors 4.8 4.8 

Labs and Equipment 3.5 4.6 

Library 4.2 4.1 

Instruction Average 4.3 4.6 
Overall Average 4.4 4.4 

Overall, graduate satisfaction remained unchanged from the previous year, with an average rat
ing of 4.4 for both years. The lowered rating for the financial aid department (3.7) like ly resulted 
from the fact that in December 2012, the financial aid director was te rminated for ineffect ive 
performance. The higher rat ing for labs and equipment likely stemmed from the purchase of all 
new computers for the labs and library in Apri l 2012 and from the addit ion of a new medical lab 
in September 2012. 

Programmatic graduate satisfaction rates are shown in Figure 3. 
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Figure 3 . PROGRAMMATIC GRADUATE SATISFACTION 
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Analysis of data The results show the only program receiving a rating below 4.0 was the Paralegal program, 
collected . which had only three graduates. One of the three graduates rated the quality of instruction as a 

2. Further investigation revealed she had a major disagreement with one instructor's grading 
during her fina l quarter. Since that instructor consistent ly receives positive reviews during both 
student satisfaction surveys and facu lty observation reports, no further action is warranted re
garding programmatic graduate satisfaction rates. 

Description of 
how the data arc 

being used to 
Improve educa• 

tional processes. 

Periodic updates 
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Graduate Satisfaction Action Plan 

In January, the campus named Ms. Hilda Schwartz, the assistant financia l aid director, as the act
ing financial aid director and paid for her to attend two state financial aid workshops. In Febru
ary, we placed print and online advertisements for a new financia l aid director (see Appendix G). 
As of the date of the creation of the CEP, the campus director has interv iewed three candidates 
in person and two additiona l candidates by te lephone. He expects to make an offer to one of 
these five candidates by April 1. 

Update: Mr. Harold Fleming accepted the posit ion of financial aid d irector and began working 
on April 5. His letter of acceptance of the position and his ACICS data sheet are shown in Appen
dix H. Mr. Fleming has more than two years of experience as a financial aid director at another 
ACICS-accredited institution and is a member of t he Nebraska Association of Student Financial 
Aid Administrators (NASFAA). 

EMPLOYER SATISFACTION 

One of our ultimate goals is to provide a learning environment and support system that encour 
ages students to achieve their educationa l goals of graduating and being hired in a posit ion for 
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which they were tra ined. We the refo re survey emp loyers 60 days after a graduate placement to 
determine whether our graduates are meeting their expectations. The feedback we receive is 
crit ical for program assessment and is also a major agenda item at our adv isory committee 
meetings . 

We use a simple six-question form to encourage participation. The areas measured incorporate 
the most important skills needed for emp loyment . The form is comp leted online, using Survey 
Monkey . If a response has not been received in two weeks, a follow -up phone call is made to 
the employer, urging him or her to comp lete t he questionnaire as a means of improving the 
emp loyment skil ls of future hirees. If necessary, a second fol low -up phone call is made two 
weeks later. 

Using a five -point scale, where 1 = Extreme ly Dissatisfied and 5 = Extreme ly Satisfied, the base
line rate and goal is to achieve an overal l average score of at least 4 ("Somewhat Satisfied"). Any 
area achieving a score of less than 4 requ ires corrective steps by the appropriate department. A 
free -response question, "What recommendations do you have to improve the quality of our 
graduates for employment at your firm?" is analyzed separate ly. 

In 2012, of the 193 employers who were sent the e-mail requesting participation, comp leted 
quest ionnaires were received from 65 employers, for a response rate of 34 percent. Overall em 
ployer -satisfact ion results are shown in Table 8. 

Table 8. OVERALL EMPLOYER SATISFACTION 

Rating 

This employee's program of study at Central College was up-to-date and current with the 
needs of the local labor mark et. 4 .8 

This employee possessed the writing, speaking, and math skills needed by our firm. 4.2 

This employee possessed the entry -level technical skills needed by our firm. 4,6 

This employee possessed the entry- level human relations skills needed by our firm. 4 .5 

Overall, I am satisfied with the education that this employee received at Central College. 4,7 

I wo uld gladly hire additiona l Central College graduates of this program. 4,7 

Average 4.6 

Analysis of data Al l measures of emp loyer satisfaction exceeded the thresho ld rating. Employers were especially 
collected. satisfied with the employees' curr iculum and education and would gladly hire additional gradu 

ates. 

Programmat ic emp loyer satisfact ion rates are shown in Figure 3. 

Comment [S01]: I simp ly sort ed fr om high to 
low here . 
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Figure 3. PROGRAMMATIC EMPLOYER SATISFACTION RATES 
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The results show all program areas hit or exceeded the threshold rating. Employers were espe
cially satisfied w ith our Accounting and Business Administ ration graduates. The 4.6 satisfaction 
rating for Medical Assisting graduates may not be a valid measure inasmuch as only 20 percent 
of the emp loyers of these graduates completed the survey. 

Employer Satisfaction Action Plan 

The campus has been experiencing increasing difficu lty in getting employers to respond to the 
emp loyer satisfaction survey. Many companies, especially the larger corporations and hospita ls, 
have company policies that restrict the type of informat ion they're able to divulge. Yet, valid da
ta from a representative sample of employers is needed for effective program development and 
also fo r continu ing accreditat ion. 

The campus administration has adopted the fol lowing process to use for gathering employer 
satisfaction data, beginning with the June graduat ion class. 

1. Just pr ior to e-mailing the employer instructions for accessing the online questionnaire, the 
career services director will telephone the placed graduate and request that the graduate 
personal ly e-mail his or her immed iate supervisor and give written perm ission to complete 
the survey and urge him or her to do so. The suggested content of the emp loyee's e-mail is 
prov ided in Appendix I. It stresses the college's desire for continuous improvement based on 
employe r feedback and the accreditation requirement to secure th is data. 

2. If the questionnaire has not been completed in two weeks, the career services director wi ll 
personal ly call the employer, remind him of the employee's written permission, and attempt 
to secure responses from the six quest ions over the phone. The employer wil l also be asked 
if he or she has any additional comments or recommendat ions to make. 
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3. To ensure the integr ity of the process and to provide documentation, the call will be record 
ed. The employer wi ll be told that the call is being recorded but that neither his or her name 
nor the company's name wi ll be communicated during the interview. The script for this in
terview (see Append ix J) ensures the confidentiality of the data . 

The career services director will report on the success of th is new process at the November 2 
CEP Committee meeting, and revisions wil l be made if necessary. 

STUDENT LEARNING OUTCOMES 

Central College is well aware that an important criterion, perhaps the most important criterion, 
of the college's success in fulfilling its mission is documenting academic accomplishment -t he 
competencies students gain through thei r col lege experience that equip them to be successful 
on the job. Collecting, analyzing, and using such evidence is a process of continuous improve 
ment for the campus. 

To document student learn ing outcomes, Central College assesses general education achieve
ment, cumu lative GPAs for all students, and an addit ional measure of learning outcomes specific 
to each program. 

General Education Achievement 

Our required general education courses provide our students w ith a foundation for effect ive 
participation in work, l ife, and future learn ing. Central College uses the Collegiate Assessment of 
Academic Proficiency (CAAP) to measure achievement in general educat ion. According to the 
ACT Web site, CAAP " is the standardized, nat ional ly normed assessment program from ACT that 
enables postsecondary institutions to assess, evaluate, and enhance student learning outcomes 
and general education program outcomes." According to ACT, CAAP can be specifically used to 
"sat isfy accreditation and accountab ility reporting requirements." 

Every student enrolled in an associate's or bachelor's degree program is required to t ake four of 
the CAAP tests (Writing Skills, Reading, Mathemat ics, and Critical Thinking) prior to graduat ion. 
Each of the four tests requires 40 minutes, and the college pays for the testing. Associate-degree 
students take the test after completing 22.5 quarter hours of general education courses. Bache
lor's-deg ree students take the tests only once. Thus, only bachelor's students who did not re
ceive their associate degree from Central are required to take the tests. 

The 2012 results reported in Table 9 are based on perfo rmance in general education of the 93 
associate-degree graduates reported on the 2012 CAR. Any local score that fa lls below one 
standard deviation from the national two -year sophomore score requi res further action from 
the campus. 
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Table 9. CAAP PERFORMANCE 

Central National 
Test Mean Mean National SD 

Writing Skills 59.6 62.3 4.7 

Reading 60.2 60.4 5.5 
Mathematics 54.1 56.1 3.6 
Critical Thinking 57.4 60.7 5.3 

Central College students performed within one standard deviation of the national average of 
two -year sophomore students on all four tests . They performed slight ly below the nationa l av
erages on each test, which is not surpris ing considering the students we serve. No further action 
is requ ired in terms of general education achievement. 

GPA Results 

As one method of documenting student learning outcomes, the campus analyzes overall GPAs, 
inasmuch as GPA achievement prov ides a uniform and comparable measure of student 
achievement across programs and across time. GPA is calculated on the traditional 4.0 scale and 
is col lected from CampusVue. The baseline rate is the related GPA mean from the previous year. 
Any difference in GPA of 0.2 or more is investigated further . 

The GPA achievement of all majors is shown in Table 10. 

Table 10. GPA ATTAINMENT 

. ,. . I .. . I .. • 
Paralegal-A ssociate's Degree 2 4 .00 2 3.75 ~-2~ 
Paralegal-Diploma 9 3.78 8 3.74 ·.04 
Information Technology- Bachelor's Degree 19 3.76 18 3.97 -.21 
Business Administration-Associate's Degree 56 3.62 59 3.27 +.35 
Business Administratio n-B achelor's Degree 48 3.20 43 3.27 -.07 

Accounting-Bachelor's Degree 31 3.15 30 3.21 -06 
Medical Assisting- Associate's Degree 132 3.05 135 3.12 -.07 
Accounting-Associate's Degree 21 2.94 20 2.97 -.03 
Accounting-Diploma 16 2.78 15 2.76 +.02 
Medica l Assisting- Diploma 145 2.32 153 2.30 +.02 

Tota l 479 2.96 483 2.92 +.04 

Overall, GPAs did not change significant ly, with only a +.04-point diff erence between the two 
years. For most majors, the results show only trivial differences in GPA achievement from the 
previous year, so no specific changes are warranted for these programs. The change of -.25 in 
the Paralegal associate degree program can be attr ibuted to the small numbe r of students (N = 
2) in the program, which can result in major changes w ith a change of just one grade from one 
course. 

The results from three programs, however, warrant further investigation: 

1. Business Admin istrat ion majors in the associate's degree program increased the ir GPA by 
.35 points . 

[ Comment [502]: High-to-low order. 
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2. Students majoring in Info rmation Technology decreased their GPA by .21 points. 

3. Disregarding the Paralegal associate degree program results, there was a 1.46-point differ 
ence in the 2012 GPA of Medical Assisting diploma students and the Paralegal diploma stu
dents. 

To explore these findings further and propose specific actions for improvement, ad hoc comm it
tee assignments have been made as shown in Table 11. 

Table 11. GPA ACTION PLAN 

Charge Person Responsible Reporting Date 

Determine why Business Administration majors in the Business department November 2 CEP Committ ee 
associate degree program increased their GPA mean by chair meeting 
.35 points. Perhaps identify best practices that can then be 
used in other programs. 

Determine w hy students majoring in Information Technol- CIS departmen t chair November 2 CEP Comm ittee 
ogy decreased their GPA mean by .21 points. Suggest pos- meeting 
sible solutions. 

Determine why there was a 1.46-point difference in the Academic dean 
2012 GPAs of Medical Assisting diploma students and Par-
alegal diploma students. 

November 2 CEP Committee 
meeting 

Additional Measures of Student Learning Outcomes 

Additional measures of student learning outcomes, specific to each program of study, were 
conducted as discussed below. 

Accounting Programs: Pretest/Posttest Results 

The campus offers th ree accounting credentia ls. The three credentials, along with their most 
advanced accounting courses, are these: 

• Bachelor's degree in Accounting: ACC 4150: Accounting Capstone 

• Associate's degree in Accounting: ACC 2010: Accounting Ill 

• Diploma in Account ing Assistant: ACC 2010: Account ing Ill 

The campus uses a pretest/posttest procedu re in each of the th ree programs to document stu
dent learning outcomes. The same test is used for the associate's degree and the diploma, since 
Accounting Ill is the most advanced accounting course in both programs and is a required course 
in both programs. 

The pretest/posttest procedure was used (a) because all students enter the course at the same 
level of know ledge, thus helping to ensure th at changes in pretest/posttest performance are the 
result of knowledge gained in the course, and (b) item analysis would enable the campus to 
modify course content as deemed desirable. The most advanced accounting course was selected 
because it incorporates skills and knowledge acquired in all previous accounting courses. 
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An ad hoc committee consisting of three full -time accounting inst ructors reviewed the syllabus 
course object ives for Accounting Ill and developed test items in proportion to the we ights 
deemed appropriate for each course objective, as shown in Table 12. 

Table 12. ACCOUNTING TEST DEVELOPMENT 

Course Objective Weight No. of Quest. 

Use the figures on comparative statements for vertical and horizontal analysis. 30% 15 

Understand how relationships between items on the financial statements are 30% 15 
used to measure profitability , financial strength, and liquidity . 
Maintain all records for the operation of a partnership and corporation, including 20% 10 
end-of-period financial statements . 
Account for common, preferred, and treasury stock and bonds. 10% 5 

Understand departmental and manufacturing accounting procedures. 10% 5 

Tota l 100% so 

The inst ructor team adapted items from the textbook pub lisher's test bank to create two objec 
tive versions of the pretest and two objective versions of the posttest - each to be used in alter 
nate quarters. All four tests assess paralle l competenc ies. Using the test bank softwa re, the or 
der of the questions is randomized for each test administration. An example of the current pre
test and posttest is included in Appendix K. 

The pretest is administered on the third day of class each quarter, and the posttest is adminis 
tered on the last day of class (before exam week). Students are to ld that the results do not fac
tor into their course grades but that they should take the test seriously because it provides help
ful inform ation to improve course content. Their names are on the tests to help ensure that they 
take the tests seriously. 

Expected improvement between pretest and posttest scores is at least one-third. The pretest 
results are used as the baseline data. Identical procedures are used for pretest/posttest devel
opment fo r ACC 4150: Accounting Capstone. An example of the current pretest and posttest for 
ACC 4150 is included in Appendix L. 

Five sections of Accounting Ill enrolling a tota l of 61 students were taught in 2012. The comp lete 
pretest/posttest results are shown in Appendix M and are summarized below. The percentage 
of change was calculated by subtract ing the pretest percentage from the posttest percentage 
and dividing the result by the pretest percentage (thus, 83% - 61% = 22%; 22%/61% = 36% im
provement from the pretest to the posttest). The data in Table 13 are from the 54 students for 
whom both pretest and posttest results were available for comparison. 

Table 13. PRETEST/POSTTEST RESULTS 

Wtd. %: Wtd. %: % 

Course Objective Weight Pretest Posttest Chan ge 

Use the figures on comparat ive statements for vertical and hori
zontal analysis. 
Understand how relationships between items on the financial 
statements are used to measure profitability, financial strength, 
and liquidity. 

30% 

30% 

41 % 78% +90% 

44 % 73% +66% 
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Maintain all records for the operation of a partnership and corpo- 20% 64% 86% +34% 
ration including end-of-period financial statements. 

Account for common, preferred, and treasury stock and bonds. 10% 61% 83% +36% 

Understand departmental and manufacturing accounting proce- 10% 60% 67% +12% 
du res. 

Tota l 100% 54% 77% +43% 

An analysis of the results shows that students increased their know ledge on all objectives, aver
aging a 43-percent increase. Students increased at least by one-third on four of the five course 
objectives. They achieved the most on the two objectives that require students to analyze ac
counting data, which were we ighted heaviest (60 percent total). Thus, no changes are warrant 
ed for the first four course objectives . 

Accounting Action Plan 

In analyzing why students achieved only a 12-percent improvement on the last course objective, 
a review of test results showed that most of the incorrect responses concerned departmental 
account ing procedures. Thus, the business administration department chair charged the th ree 
accounting inst ructors who developed the tests to (a) review the test quest ions themselves to 
ensure they are clear and appropriate, and (b) if necessary, propose a syllabus revision to im 
prove test results. The report -submission deadline is November 2. 

Update : The account ing instructors recommended revising the course syllabus (see Appendix 
N). Previously, the course out line provided 2 hours of instruction on departmental accounting 
and 2 hours of inst ruction on manufacturing accounting. The revised outline provides 3 hours on 
departmental accounting and 1 hour on manufactur ing accounting . 

. . . [Similar narrative for bachelor -degree students .] 

Medical Assisting Programs: CMA Certification 

Because the associate-degree and diploma programs in Medical Assisting at Central College are 
accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP), 
graduates of the college's Medica l Assisting programs are eligible to sit for the Certified Medical 
Assistant (CMA) exam. The college offers a CMA review course and pays the $125 application 
fee to sit for the exam. 

As its second method of document ing student learning outcomes for the MA programs, the 
campus uses CMA cert ification exam results, inasmuch as the CMA exam is an externally vali
dated measure of competence in the medical assisting field. The computerized exam comprises 
200 multip le-choice questions and is administered month ly at a Prometr ic Test Center. Students 
are allowed 160 minutes to complete the four -part exam. Unofficia l pass/fail results are availa
ble immediately, with official results mailed later. The passing score is 70 percent or higher. The 
campus (and potent ial employers) can access the Amer ican Association of Medical Assistants 
Web site (http://www.aama -nt l.org/employers/ver ify .aspx) to verify CMA cert ificat ion of gradu
ates. 

Baseline rates . The campus analyzes data from the most recent two years of results, with the baseline rates be
ing that (a) at least 75 percent of the MA graduates take the exam within three months of grad-
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uation, and (b} at least 75 percent of those tak ing the exam pass it on their first attempt. The 
most recent results are presented in Table 14. 

sum mary of data Table 14. CMA EXAM RESULTS 
collected. 

Factor 2012 2011 

Number of MA grads 82 86 

Number t aking the exam 74 68 

Percentage taking the exam 90% 79% 

Number passing the exam 69 61 

Percentage passing the exam 93% 90% 

Analysi s of data Both goals were met . In 2012, 90 percent of the Medical Assisting graduates took the CMA ex-
collected. am, and of those, 93 percent passed the exam. The only significant difference between the 2010 

and 2012 data is that 11 percent more of the graduates took the exam this year than last year. 
Thus, the program is meeting its goals and no fu rther action is required . 

Type of data use d. 
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Business Administration Programs: Capstone Courses 

Similar discussion of: 
1. The type of data used to document student learning outcomes for Business Administration 

majors 
2. The rationale for using this type of data 
3. The method of collecting the data 
4. Baseline data 
5. A summary and analysis of data collected 
6. A discussion of how the data are being used to improve the educational processes 

GRADUATION RATES 

As required by ACICS, Central College tracks the percentage of students who complete the ir 
program of study in the amount of time identified in the catalog. The data is extracted from 
CampusVue. The college has set a baseline rate of at least 60 percent of the graduates of each 
program finishing on t ime. The college experienced the rates of on-time graduation for 2012 
shown in Table 15. 
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Table 15. ON-TIME GRADUATION RATES 

No. of Program Length On-Time 

Credential Graduates in Months Graduation % 

Business Administration-Bachelor's Degree 12 48 83 

Medical Assisting-Associate's Degree 61 24 78 

Information Technology-Bachelor's Degree 3 48 76 

Business Administration - Associate's Degree 22 24 75 

Medical Assisting-D iploma 102 15 63 

Accounting-Associate's Degree 10 24 61 
Paralegal-Diploma 4 15 61 

Accounting- Bachelor's Degree 7 48 60 

Accounting- Diploma 11 15 58 

Paralegal-Associ ate's Degree 0 24 NA 

Total 232 -- 69 

Overall, the college achieved its baseline goal, with 69 percent of our graduates completing their 
program on time . However, the Accounting diploma graduates achieved only a 58 percent on 
time completion rate . 

On-Time Graduation Action Plan 

As noted under the Retention Action plan, all sections of Accounting I will be taugh t by an expe
rienced ful l-time accounting instructor with substantia l industry experience. It is expected that 
the teaching and industry experiences this instructor will bring to the class wil l help student 
achievement for students enro lled in th is program. 

Additionally, the business program chair has been charged with instituting five additiona l sched
uled tutoring hours each week, and any student in any accounting course whose current class 
average is 73 percent or lower will be encouraged personally and by campus e-mail to seek help 
from these faculty tutors. 

Update : The business program chair has set up the following additional tutoring hours, with an 
experienced accounting instructor available for assistance: 

Monday: 
Tuesday: 
Wednesday: 

2:30-4:00 p.m. 
8:00-10:00 a.m. 
4:30 -6:00 p.m. 

Room 103 
Room 213 

Library 

These hours were announced in each accounting class and were also communicated to all Cen
tral College students, inasmuch as students in other majors also enrol l in accounting courses. In 
addit ion, the tutoring hours are included in each accounting course syllabus. 

DISTANCE EDUCATION 

Central College offers all of its general education courses on line to provide students with an a 1-
ternative, convenient mode to complete these requirements. General education courses may be 
completed comp letely on-ground at the campus, completely on line on the Internet, or partial ly 
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on-ground and partia lly online (hybr id courses), at the d iscretion of the institution. Course ob 
ject ives, content, and assessment are typically the same, regardless of the mode of del ivery. In 
January 2012, Central also began offer ing the ent ire associate's degree in Business Administra 
tion online. As the col lege gains more experience with offering entire curriculums online, it is 
expected to expand the on line offe rings. 

In addition to having access to all campus administrative resources (includ ing the libra ry's fu ll
text online databases), online students have 24-hour Help Desk assistance to resolve any con
nection or techno logical issues. The college uses the ANGEL Web- learning management system 
that enables educators to manage course materials and to communicate with students. With 
ANGEL, students can take surveys, quizzes, and tests ; send and receive course mail; post mes
sages to threaded discussions and chat rooms; and upload assignments using on line drop boxes. 
They can check their progress and grades at any time during a course and can create groups and 
teams for project or committee wo rk. 

Prior to taking their first online course, students must complete a three -hour noncredit online 
workshop that measures their motivat ion, discusses the t ime needed for onl ine learning, intro 
duces them to ANGEL, discusses successful strateg ies for success online, and describes the 
hardware and software students are required to have available at home . 

IMPLEMENTING, MONITORING, AND 

EVALUATING THE CEP 

The Campus Effectiveness Plan (CEP) Committee comprises the campus director (who chairs the 
committee), director of education, director of financial aid, director of admissions, and director 
of career services. The team meets at least twice a year (in May and Novembe r) and more often 
when needed. The minutes of the last two CEP committee meetings (see Append ix A) document 
that specific activ ities listed in the plan are being carried out and that period ic progress reports 
are comp leted. As noted in the meeting minutes, plans and goals are adjusted when necessary. 
The November CEP meeting is purposely scheduled following the campus submission of its CAR 
and is also used to initia lly plan the fol low ing year's CEP. 

SUMMARY AND CONCLUSIONS 

In addition to the college's long-term Strategic Plan, the following eleven short -te rm steps are 
being imp lemented specifical ly based on the data analyzed in this report. Table 16 w ill be re
vised dur ing the year as further goals are met. 
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Table 16. SUMMARY OF SHORT-TERM IMPROVEMENT PLANS 

Person 
Charge Responsible Status/Reporting Date 

1. Require all Accounting I to be taught by an experi- Business de- Implemented, effective Spring 
enced full-time accounting instructor with substant ial partment Quarter 2013. 
industry experience. chair 

2. Require all paralegal classes to schedule at least two Paralegal Implemented effect ive Spring Quar-
guest speakers or field trips directly relevant to the department ter 2013. Three paralegal courses 
paralegal profession. chair were offered th at quarter, and a 

total five guest speakers and two 
field tr ips were scheduled. 

3. Develop a placement action plan to improve place- Business de- November 2 CEP Committee meet-
men! in all Business Administration and Accounting partment ing 
programs. chair 

4. Attend each monthly meeting of the local Chamber of Career ser- The career services department 
Commerce. If she is unable to attend a meeting, a vices director chair attende d the monthly meet-
member of her staff will attend . The objective is to ings in January and plans to atten d 
network more closely with potential employers. each mont hly meet ing. 

5. Hire a new qualified f inancial aid director. President Mr. Harold Fleming was hired and 
began work ing on Apr il 5, 2013. 

6. Implement a new process for gathering employer- Career ser- November 2 CEP Committee meet-
satisfact ion data. vices director ing 

7. Determ ine why Business Administration majors in Business de- November 2 CEP Committee meet-
the associate degree program increased their GPA partment ing 
mean by .35 points. chair 

8. Determine why students maJorong in Inform ation CIS depart - November 2 CEP Committee meet-
Technology decreased their GPA mean by .21 points. ment chair ing 
Suggest possible solutions. 

9. Determ ine why there was a 1.46-point diff erence in Academic November 2 CEP Committee meet-
the 2012 GPAs of Medical Assist ing diploma students dean ing 
and Paralegal diploma students. 

10. Revise the Accounting Ill course syllabus to provide Accounting Course revised and will be used for 
more instruction in departmental account ing instr uctors t he fi rst t ime in the Fall 2013 quar-

ter . 

11. Increase the number of tutoring hours available to Business pro- Implemented at midterm of the 
accounting students gram chair Winter 2013 quarter. 

In summary, Central College uses its CEP as the pr imary short-term planning document to guide 
all aspects of campus operat ions. As items in the long-range Strategic Plan near imp lementation, 
they are incorporated into the CEP, thus promoting continuous improvement fo r the col lege. 



DRAFT of Revised CEP Criteria (July 16, 2014) 

3-1-110 Campus Effectiveness 
(See Section 1-3-J00forcampus classifications.) 

An important indication of the overa ll effective ness of an AC ICS-accred ited camp us is the 
degree to which it meets the mission, objectives, and educational goals it has identified. Each 
ACICS-accred ited main and branch campus, consistent with its mission and object ives, shall 
develop and implement a written Campus Effectiveness Plan (CEP). The CEP shall identify how 
a campus plans to assess and continuous ly improv e its overa ll educat ional operat ions and how it 
plans to meet the educat ional and occupational objectives of its programs. The CEP shall also 
identify goals to be accomplished for the retention and placement rates of the campus and for 
each of its educational programs; the levels of sat isfaction for current students, graduates after 
placement, and emp loyers of graduates; and student learning outcomes. The goals identified for 
these six elements must be consistent with and support ive of the mission, objectives, and future 
goa ls of the campus. 

The effective ness plan for each camp us shall be described in a written CEP document that 
complies with Appe ndix K, "Requi rements for the Campus Effectiveness Plan (CEP) ." 

3-1-111. Implementing and Monitoring of Campus Effectiveness Plans. Each camp us shall 
establish a Campus Effectiveness Committee (CECo m) charged with developing , reviewing, 
revising, implementing, and monitoring the Campus Effectiveness Plan (CEP) . The CECom shall 
consist of members representing the administration, staff, and faculty of the camp us plus any 
other stakeho lder groups deemed appropriate . The CECom will be active ly involved in review of 
the CEP document and will make recommendations for revisions to the CEP to the on-site 
administrator of the camp us. 

Each campus shall document that periodic progress reports related to completion of activities and 
changes in data and information for each of the elements identified in the CEP are prepared and 
submitted to the CECom for review and analysis. A written report describing the effectiveness of 
act ivities and changes in data and inform ation for elements must be prepared as documentation 
each time the CECom reviews periodic progress reports. The CECom report may be included 
within the CEP or included as an addendum to the plan. The CECom may revise the CEP at any 
time based on new data and information or when conditions warrant. 

Each campus shall maintain documentation of collecting, reviewing, and analyzing periodic 
progress reports during the period of time covered by the CEP in addition to comp leting the 
activities related to an annua l evaluation of the CEP desclibed in Section 3-1-112, below. 
Further, a campus preparing for new-grant or an initial-grant evaluation visit must document that 
progress reports have been comp leted and reviewed prior to the full-team visit. 

An agenda including the date of the meeting, a record of those attending, and minutes or 
summary notes shall be prepared to document each meeting of the CECom. 
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See Appendix K for specific guidelines and Council requirements for the written Campus 
Effectiveness Plan. 

3-1-112. Annual Evaluation of Campus Effectiveness Plans. Each campus shall evaluate the 
CEP, its goals, and the effectiveness of activities completed at least annually. The findings of the 
annual evaluation and actions that will be taken based on the findings must be reported in a 
written Annual CEP Evaluation Report. The annual evaluation will involve comparison of 
outcomes with baseline rates and goals for each of the elements measured after completion of 
planned activities. Data for historical outcomes shall be maintained and includ ed in the report to 
provide a basis for evaluating the achieveme nt of goals for the various elements of operations 
and campus and program effectiveness over time. The Annual CEP Evaluation Report must 
identify the date it was prepared and the names of individuals involved in its preparation. The 
reports must be retained and available for review for at least five years from the date of 
completion. 

See Appendix Kfor specific guidelines and Council requirements for the written Campus 
Effectiveness Plan. 
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Criteria Review 

Current Criteria Proposed Criteria 
Section 3-1-110 
EFFECTIVENESS 

INSTITUTIONAL Section 3-1-111 INSTITUTIONAL 

An important indication of the overall effectiveness 
of an ACICS-accredited institution is the degree to 
which it meets its own predetermined educational 
outcomes. Each campus of an ACICS-accredited 
institution, consistent with its mission, shall 
develop and implement a Campus Effect iveness 
Plan that identifies how it plans to assess and 
continuously improve its educational programs and 
processes, and that addresses its ability to meet the 
educational and occupat ional objectives of its 
programs. In this document, each campus should 
attempt to incorporate short- term objec tives to be 
accompl ished in order to achieve the mission of the 
institution as it applies to the campus and its future 
goals. 

3-1-111. Campus and Institutional Effectiveness 
Plans. Each campus shall have on file a Campus 
Effectiveness Plan (CEP). A main and its additional 
locations may share aspects of an CEP, such as the 
mission, but each main and additional location is 
expected to have its own plan for effectiveness that 
describes the characteristics of the programs 
offered and of the student population, describes 
what types of data will be used for assessment, 
identifies outcomes, and states how continuous 
improvement will be made to improve or enhance 
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EFFECTIVENES S 

(See Section 1-3-1 OOfor campus classifications.) 

An important indication of the overall effectiveness 
of an ACICS-accredited campus is the degree to 
which it meets the mission, obj ectives, and 
educational goals it has identified. Each ACICS
accredited main and branch campus, consistent 
with its mission and objec tives, shall develop and 
implement a written Campus Effectiveness Plan 
(CEP). The CEP shall identify how a campus plans 
to assess and continuously improve its overall 
educational operations and how it plans to meet the 
educational and occupational obj ectives of its 
programs. The CEP shall also identify goals to be 
accomplished for the retention and placement rates 
of the campus and for each of its educational 
programs; the levels of satisfaction for cun-ent 
students, graduates after placement, and employers 
of graduates; and student learning outcomes. The 
goals identified for these six elements must be 
consistent with and supportive of the mission, 
obj ectives, and future goals of the campus. 

The effectiveness plan for each campus shall be 
described in a written CEP document that complies 
with Appendix K, "Requirements for the Campus 
Effectiveness Plan (CEP)." 

3-1-111. Developing , Implementing and 
Monitorin g of Campus Effectiveness Plans. Each 
campus shall establish a Campus Effect iveness 
Committee (CECom) charged with developing, 
reviewing, revising, implementing, and monitoring 
the Campus Effectiveness Plan (CEP). The CECom 
shall consist of members representing the 
administrat ion, staff, and faculty of the campus 
plus any other stakeholder groups deemed 
appropria te. The CECom will be actively involved 



outcomes at the campus. A centrally controlled 
institution must also submit a consolidated 
Institutional Effectiveness Plan (IEP) containing 
information and data on the institution as a whole . 

m review of the CEP document and will make 
recommendatio ns for revisions to the CEP to the 

on-site administrator of the campus. 

The IEP of a centra lly controlled institution is due Each campus shall document that periodic progress 
on or before September 15 annually. reports related to completion of activit ies and 

For the Campus Effectiveness Plan , the following 
six elements, at a minimum, will be evaluated for 
institutional effectiveness: 

1. student retention rates; 

2. student placement rates; 

3. level of graduate satisfaction; 

4. level of employer satisfact ion; 

5. student learning outcomes; and 

6. graduation rates [when available]. 

In compiling the data needed to assess the six 
elements, each campus shall identify and describe 
how the data were collected, the rationale for using 
each type of data, a summa ry and analysis of the 
data collected , and an explanation of how the data 
have been used to improve educational processes. 
Baselin e data must be identified for each of the six 
elements. 

changes in data and information for each of the 
elements identi fied in the CEP are prepared and 
submitt ed to the CECom for review and analysis. A 
written report describing the effectiveness of 

activities and changes in data and information for 
elements must be prepared as docum entation each 
time the CECom reviews periodic progress reports. 

The CECom report may be included within the 
CEP or included as an addendum to the plan. The 
CECom may revise the CEP at any time based on 

new data and information or when conditions 
warrant. 

Each campus shall maintain documentation of 
collecting, review ing, and analyzing periodic 

progre ss reports during the period of time cove red 
by the CEP in addition to completing the activities 
related to an annual evaluation of the CEP 

For example, the data needed to demo nstrate 
stude nt learning outcomes includes baseline data describe d in Section 3-1- 112, below. Further, a 
and data to support that student learning has campus preparing for new-grant or an initial-grant 
occurred. Examples of data may include , but are evaluation visit must document that progress 
not limited to, course grades, GPA, CGPA, pre
and post-tests, entra nce assessments, portfolios, 
standardized tests, professional licensure 
examinations, and other measures of skill and 
competency atta inment. Placement data should not 
be used exclusively to validate student learning 
outcomes. 

Each campus shall publish annual placement and 
retentio n goals. In formulating these goals, the 
campus shall take into account the retention and 
placeme nt rates from the previou s three Campus 
Accountabi lity Reports and the specific activ ities 
that will be undertaken to meet those goals. The 
activities must demon strate the campus' ability to 
maintain or improve retention and placement 
outcomes each year. 

Institutions are encouraged to include additional 
information in their plans which is relevant to 
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reports have been completed and reviewed prior to 

the full-team visit. 

An agenda including the date of the meeting , a 
record of those attending, and minutes or summary 

notes shall be prepared to document each meeting 
of the CECom. 

See Appendix Kfor specific guidelines and Council 
requirements for the written Campus Effectiveness 
Plan. 



improving their overall effect iveness . 

For the Institutional Effect iveness Plan of a 
distr ibuted ente rprise institut ion, the following 
elements will be evaluated for institutional 
effective ness, at a minimum: ... 

3-1-112. Implem entation and Monitoring of 
Campus and Institutional Effectivene ss Plans. 
Distributed enterprise institutions and all campuses 
shall document that the specific activities listed in 
the plan are carried out and that periodic progress 
reports are comp leted to ensure that the plan's 
act ivities are implemented. Appropriate individuals 
should be assigned responsib ility for implemen ting 
and monitoring the Campus and Institutional 
Effectiveness Plans. 

3-1-113 . Evaluation of Campus and Institutiona l 
Effectiveness Plans. Distr ibuted enterprise 
institutions and all camp uses shall evaluate the 
plan, its goals, and activities at least annuaJiy. 
Evalua tion requires the determination of initial 
baseline rates and a measurement of results after 
planned activities have occurred. Distributed 
enterpri se institutions and all campuses shall 
maintain documentation of historical outcomes and 
show evidence of how this documentation is used 
to achieve expected goals . Distributed enterprise 
institutions and all campuses should adjust their 
goals accord ingly as a result of an evaluation of the 
Institutional and Campus Effective ness Plans. 
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3-1-112. Annual Evaluation of Campus 
Effectiveness Plans. Each camp us shall evaluate 

the CEP , its goals, and the effectiveness of 
activities completed at least annually. The findings 

of the annual evaluation and actio ns that will be 
taken based on the findings must be reported in a 
written Annual CEP Evaluation Report. The annual 
evaluation will involve comparison of outcomes 

with basel ine rates and goals for each of the 
elements measured after completion of planned 
activities. Data for historical outcomes shall be 

maintained and included in the report to prov ide a 
basis for evaluating the achievement of goals for 
the various elements of operations and campus and 

program effectiveness over time. The Annual CEP 
Evaluation Report must identify the date it was 
prepared and the names of individuals involved in 
its preparation. The reports must be retained and 

available for review for at least five years from the 
date of completion. 

See Appendix Kfor specific guidelines and Council 
requirements for the written Campus Effectiveness 

Plan. 



DRAFT APPENDIX K (July 16, 2014) 

APPENDIXK Requirements for the Campus 
Effectiveness Plan (CEP) 

As stated in Sections 3-1-110, 3-1-111, and 3-1-112 of the Criteria, the Council requires each 
ACICS-accredited main and branch campus to develop, implement, monitor, and evaluate a plan 
describing how it will measure and determine overall campus and program effectiveness. This 
Appendix identifies the Council's requirements for the conten t of a written Campus 
Effectiveness Plan (CEP) document that provides information about the campus and how it 
measures and evaluates key elements of its operations in order to continuously improve its 
overall educational opera tions and meets its mission and objectives. The Council requires each 
campus to have a cun ent CEP available that meets the requirements identified in this Appendix. 

As the section headings below indicate, Section I identifies the CEP requirements for a camp us 
seeking a new grant of accreditation, and Section II identifies the CEP requirements for a campus 
seeking an initial grant of accredi tation. As noted at the start of Section II, all of the CEP 
requirements for new-grant applicants apply to initial-grant applicants, except as explained in 
that section. 

I. FOR CAMPUSES SE EKING A NEW GRANT ACCREDITATION 

A. Required Campus Effectiveness Plan Content 

A main and branch campus may use similar language, format, and general content in CEPs, 
where appropriate. Howeve r, the CEP for each main and branch campus must also include 
information and data specific to the campus where appropriat e; e.g., the character istics and 
demographics of the current student population; the number of students enrolled in each 
program; camp us and program retention and placement rates; results of surveys to determine 
current student , graduate, and employer satisfaction; student learning outcomes; and other 
campus-specific areas. 

The CEP for each main and branch campus shall include the following: 

1. A cover page that includes the name of the institution and address of the campus, states 
the period of time covered by the CEP , and identifies the date of the most recent revision 
of the document. 

2. A brief history and background of the campus that includes the date of first enrollment, 
dates of major changes in operations, a description of the ownership structure, the date 
the camp us was initially accredited by ACICS as well as the dates when new grants of 
accredi tation were granted, and other information deemed to be important by the campus. 
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3. The statement of the cunent mission and objectives of the campus. 
4. The titles of individuals serving on the Campus Effectiveness Committee (CECom) 

established to develop, review, revise, implement, and monitor CEP activities on a 
periodic basis and eva luate the CEP, its goals, and the effectiveness of activities 
completed, at least annually. 

5. A gene ral description of how often and when the CECom wi ll meet to conduct its review 
of periodic progress reports related to comp letion of activities and changes in data and 
information for eac h of the eleme nts identified in the CEP. 

6 . The month the CECom will complete the annual eva luation of the campus CEP. 
7 . A listing of the title, ACICS crede ntial leve l, and curre nt enro llment for each program 

being offered during the period covered by the CEP. 
8. The title of the program, name of the accrediti ng agency, date the program was initia lly 

accredited by the agency, and the inclusive dates of the current grant for each program 
that is programmatically accred ited. 

9 . A genera l description and information related to any distance educat ion or online 
programs offe red by the campus or any such programs in which camp us students are 
enrolled. (See the definition of distance education in the Glossary and Appendix H, 
Principles for Nontraditional Education.) The description of distance offerings must 
include the names and ACICS credential levels of programs offered by the campus. If 
students are enrolled in programs or courses that are not administered by the campus, 
appropriate information about the camp us or entity offering programs or courses must be 
included. The number of students enro lled in each of the camp us programs and the 
number of students enro lled in programs or courses offered by other camp uses or entities 
in which students are enrolled must be reported. 

10. A listing of the key elements that will be continuous ly eva luated to determine the leve l of 
camp us and program effectiveness. (See the List of required elements in Section B, 
below.) 

11. A description of the types of data used to evaluate each of the key elements and how the 
data are collected. 

12. A summary and analysis of the results and findings from surveys and other sources of 
data and information used to dete1mine campus and program effectiveness. Summary 
tables reporting findings for surveys must identify the number of fo1ms or questionnaires 
distributed, the number and percentage of usable responses, and the date(s) the survey 
was completed 

13. An explanation of how findings and results of data collection will be used to improve or 
enhance achievement of campus and program objectives. 

To comp ly with Section 2-1-809 of the Criteria: 
14. A campus improvement plan for retention, if the campus retention rate reported on the 

most recent CAR is below 70 percent. 
15. A campus improvement plan for placement, if the campus placement rate reported on the 

most recent CAR is below 70 percent. 
16. A program improvement plan for retention for any program less than one year in length 

for which the retention rate reported on the most recent CAR is below 65 percent and for 
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any program more than one year in length for which the retention rate is below 70 
percent. 

17. A progr am improvement plan for plac ement for any program for which the placement 
rate reported on the most recent CAR is below 70 percent. 

A campus may wish to include information and data in the CEP that are not identified in the list 
above becau se the campus deems it important to include to make the CEP document more 
appropriate for stakeholders and other interested parties. The Counci l encourages a campus to 
include other content in the CEP that the camp us considers to be important and appropriate for 
evaluating the overall effectiveness of the campus and its programs. 

B. Requir ed Elements to Be Eval uated in the Campus Effectiveness Plan 

The CEP shall, at a minimum , report outcomes for each of the following key elements over time. 

For the camp us and each program offered: 
1. Student retention rates. 
2. Student placement rates. 

Student retention and placem ent rates reported on the Campus Accountabilit y Report (CAR) for 
the campus overall and each program offered shall be included in the CEP for the most recent 
three years. Baseline rates for retention and placement to be used for comparison and goals for 
retention and placement rates for the current period of time covered by the CEP must be 
identified for the campus and each program . A summary and analysis of the previous retention 
and placement rates, a rationale for the baseline rates and goals, and a listing of activities that 
will be undertaken to achieve the goals must also be included. The data and information reported 
for retention and placement rates must demonstrate that the campus is maintaining or improving 
outcomes each year or provide an explanation of mitigating circumstances preventing improved 
outcomes. 

For the campus overall and for each program offered: 
3. The level of current student satisfactio n. 
4. The level of graduate satisfaction following placement.* 
5. The level of employer satisfaction. 

The level of satisfaction for each of the three groups shall be determined and reported at least 
semiannually. For each of these three elements, the CEP must identify and describe what type of 
data or information were used to determin e the level of satisfaction and how they were collected. 
Baseline levels to be used for compari son and goals for the current period of time covered by the 
CEP must be identified for each element. A summary and analysis of the previous outcomes, a 
rationale for the baseline rates and goals, and a listing of activities that will be undertaken to 
achieve the goals must also be included . 
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*Follow-up studi es to determine the level of graduate satisfaction shall be conducted at specific 
measuring points following placement of the graduates beginning no sooner than 30 days after 
placement. 

For the camp us overall and for each program offered: 
6. Student learning outcomes. 

Student learning outcomes (SLOs) shall be identified for each program offered at the camp us. 
Measuring and eva luatin g achievement of the SLOs are among the most important activities 
availab le to validate and confirm program and campus effectiveness overall. Graduate placement 
rates and student grade point averages (GPA) are two common ly used examples of SLOs for 
programs. However, since graduate placement rates are included as the second (#2) element in 
those listed above, inform ation related to evaluation of this particular eleme nt shou ld not be 
includ ed in the SLO sectio n. Various iteratio ns of GPA, such as GPA in each course, GPA 
ach ieved for all campus students or students in eac h program during a term , and cumulative GPA 
for all students or by program at the end of a term are recognized as legitimate measures of 
SLOs. However, the Council requires camp uses to identify and measure ach ieveme nt of other 
SLOs in addition to GP A. 

Some other examples of data and information that may be used to demonstrate student learning 
outcomes are being achieved include, but are not limited to, the following: the number and 
percentage of students on probation for the camp us overall and for each program at the end of a 
term, performance on skill competency checklists for courses and/or programs overa ll , course 
grades for capstone courses when they are required at the end of programs, student portfolios, 
evaluations of student performance at externship/internship sites, pre- and post-tests, 
standardized tests, grading rubrics, and professional licensure examination results. The preceding 
list is included here only to provide some examp les of SLOs; campuses are encouraged to 
develop and use other measures of skill and competency attainment as appropriate. 

While they are recognized as being import ant and may be includ ed in the CEP, processes such as 
curric ulum review and revision and instructor and course eva luations by students are not 
cons idered to be measures of stude nt learning outcomes by the Council. 

As indicated, the CEP is required to report and eva luate outcomes for the elements identified 
above. However, the Council encourages camp uses to measure, report, and eva luate outcomes 
for other eleme nts of camp us operations that are deemed important and appropr iate to be used as 
measures of camp us effective ness . 

C. Implementing and Monitoring of the Campus Effectiveness Plan 

As stated in Section 3-1-111 of the Criteria, each campus shall document that periodic progress 
reports related to comp letion of activities and changes in data and information for each of the 
elements identified in the CEP are prepared and submitted to the CECom for review and 
analysis. Such periodic progress reports must be prepared and submitted for review and ana lysis 
by the CEComm at least once per year. To comply with this requirement: 
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1. Each time the CECom reviews periodic progress reports , a written report describin g and 
explaining the effectiveness of the activities and any changes in data and info1mation must be 
prepared. 

2. The CECom report s may be included within the CEP or included in a separate report as an 
addendum or attachment to the CEP. Reference must be made in the bod y of the CEP to 
report s that are attachment s or addendums. 

3. The CECom may revi se the CEP at any time based on new data and information or as 
cond itions merit. 

4. Colle cting, review ing, and analyzing periodi c progress report s during the period of time 
covered by the CEP must be done in additio n to complet ing the activities related to an annual 
evaluation of the CEP described in Section 3-1-112 of the Criteria. 

5. A campu s preparin g for a new-gra nt or an initi al-grant evaluation visit must document that 
periodic progress reports have been prepar ed and submitted to the CECom prior to the full
team visit. 

6. An agenda includin g the date of the meeting, a record of those attending , and minute s or 
summary notes shall be prepared to document each meeting of the CECom. 

D. Annual Evaluation of the Campus Effectiveness Plan 

As stated in Section 3-1-112 of the Criteria, each campus shall complete an annual evaluation of 
the CEP, its goals, and the effectiv eness of activitie s comp leted. An integral part of this process 
is preparation of an Annual CEP Evaluation Report that identifies the findin gs of the annua l 
evaluation. The report must includ e at least the following: 

1. The most recent data for the overall campus enrollment and enrollment in each of the 
program s current ly offered as well as data for campus and program enro llments at 
comparable times for the past three years, if available. 

2. An analy sis of the campus and program enrollment data, includin g a discussion and 
explanation of what the campus considers to be significant changes. 

3. Data from the most recent measurement of outcomes for each of the elements included after 
completion of planned act ivities in the CEP . 

4. Compari son and discussion of the most recent outcomes and the baseline rates and goals 
identified in the CEP for each of the elements mea sured. 

5. Data for outcomes for each of the elements measured for the past three years. 
6. Compari son and discussion of current and historical outcomes for each element measured to 

provide a basis for evaluatin g achievement of goals for the various elements of operat ions 
and campus and program effect iveness over time. 

7. A summary and analysis of the findin gs of the annual evaluation overal l and a brief 
description and discussion of changes to be made in campus operations and/or the CEP as a 
result of the .findings. 

8. A cover page that includes the date the report was prepared and the names of the individuals 
who were involved in the preparati on. 
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The Council encourages a campus to include other content in the Annual CEP Eva luation Report 
that is considered to be important and appropriate related to annual evaluation of the 
effectiveness of the camp us and its programs as well as the CEP. 

The Annual CEP Eva luation Reports must be retained and included with other supporting 
documents for the CEP for at leas t five years after completion. 

II . FOR CAMP USES SE EKING AN INITIAL GRA NT OF A CCREDITATION 

All of the information included in Section I. , above, is applicable to a camp us seeking an initial 
grant of accreditation, excep t as noted below. 

A. Required Campus Effectiveness Plan Content 

The CEP for a campus seeking an initial grant of accreditation must include all of the content 
identified in Section I.A., above, excep t for changes identified in italics below: 

Item 2. A brief history and backgro und of the campus that includes the date of first 
enrollment, dates of major changes in operations, a description of the ownership 
structure, the name of the agency gran ting any previous or current campus or 
programmatic accred itation, and other information deemed to be important by the 
campus. 

Item 11. A description of the types of data that are (or will be) used to evaluate each of the 
key elements and how the data are (or will be) collected. 

Items 14.-17. Initial grant applicants are not required to prepare campus or program 
improvement plans . However, if any of the campus or program retention or 
placement rates do not meet the studen t achievement standards identified in items 
14.-17.,the CEP must include an explanation.for the lower rate and a description 
of steps to be taken to bring the rate into compliance with the required student 
achievement standard. 

B. Required Elements to Be Evaluated in the Campus Effectiveness Plan 

The CEP for a campus seeking an initial grant of accreditation must include all of the content 
identified in Section LB., above, except as described in italics below: 

The CEP shall, at a minimum, report outcomes for each of the following key elements over time. 

For the camp us and each program offered: 
1. Student retention rates. 
2. Student placement rates. 
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For a campus seeking an initial grant of accreditation, student retention and placement rates for 
the campus overall and for each program offered will be determined and reported on the initial 
Campus Accountability Report. 

For the campus overall and for each program offered: 
3. The level of current student satisfaction. 
4. The level of graduate satisfaction following placement- measured no sooner than 30 days 

after placement . 
5. The level of employer satisfaction. 

Except for situations where it is not possible to do so, the Council requires each campus seeking 
initial accreditation to measure and determine the level of satisfaction for each of the three 
groups identified above at least once prior to the initial-grant evaluation visit and to report the 
findings of the measurements in the CEP. An initial-grant campus must have measured and 
determined the level of current student satisfaction at least once. For a campus where the first 
graduate placements occurred more than six months pr ior to the initial-grant evaluat ion visit, 
graduate and employer surveys must have been completed. For a campus where the first 
placements occurred less than six months prior to the initial-grant evaluation visit, it may not be 
feasible to do surveys to determine the level of graduate or employer satisfaction. If graduate 
and employer surveys have not been done in these cases, the CEP must include a description of 
how the campus plans to collect data and information (e.g.; telephone, surface mail, e-mail, 
online) to determine the level of satisfaction for these two groups; the time line for doing so; what 
will be done to motivate the graduates and employers to respond; and what data and information 
will be used to prepare the summary of the findings. A copy of the survey form used for 
collecting data and information for each of the three groups must be included as an addendum 
or attachment to the CEP and reference to the addendum or attachment should be made in the 
body of the CEP. 

Level of current student satisfaction: A campus seeking an initial grant of accreditation must 
have developed a survey form appropriate for collecting data to measure current student 
satisfaction, have had all or some group of current students complete the form , and have 
tabulated and prepared a summary of the data collected prior to the initial-grant evaluation 
visit. If the survey form is completed by a sample rather than all of the current students , the 
sample should include students from all programs of study as well as students who started their 
programs at various times to ensure that the sample is representative of the current student 
population. As described in Section l.B.3-5., above, a summary and analysis of the findings from 
the survey(s), a rationale for the baseline rate and for the goals, and a listing of activities that 
will be undertaken to achieve the goals for the level of student satisfaction must also be included 
in the CEP. 

Level of graduate and employer satisfaction: In most cases a survey form to be used to collect 
appropriate data and information for determining the level of graduate and employer 
satisfaction must be developed and prepared by the campus. Items on the form for graduates 
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should primarily focus on collecting data related to how satisfied they are with the preparation 
received for their current employment, and items on the form for employers should primarily 
focus on collecting data to determine how satisfied they are with the performance of graduates 
they have employed. Deciding what questions/items to include on survey forms to obtain 
appropriate data and information, how (e.g.; telephone, surface mail, e-mail, online) to collect 
the data and information, how to motivate and encourage graduates and employers to respond, 
and how to keep a database with accurate current contact information for graduates and 
employers are some of the more d(fficult issues related to collecting data to determine the level 
of graduate and employer satisfaction . 

For a campus where the first graduate placements occurred more than six months prior to the 
initial-grant evaluation visit, the campus must comply with the requirements described in Section 
I.B.3-5., above. 

Note that follow-up studies or surveys to determine the level of graduate satisfaction are to be 
conducted at specific measuring points following placement of the graduates beginning no 
sooner than 30 days after placement. 

For the camp us overall and for each program offered: 
6. Student learning outcomes . 

All of the information in Section I.B.6., above, is applicable to initial-grant applicants. 

C. Implementing and Monitoring of the Campus Effectiveness Plan 

A campus seeking an initial grant of accred itation must comply with all of the requirements 
identified included in Section LC., above . Note particularly that, as stated in Item I.C.5, a 
campus preparing for an initial-grant evaluation visit must document that periodic progress 
reports have been prepared and submitted to the CECom for review prior to the full-team visit. 

D. Annual Evaluation of the Campus Effectiveness Plan 

A campus seeking an initial grant of accred itation must complete an annual evaluation of its CEP 
as described in Section I.D. above, except as stated below. 

For Items 1. and 5. Initial grant applicants that do not have data and information available for 
the past three years must include data for the current yea r and may include 
date that are available for any previous year(s ). 

A campus seeking an initial grant must go through the process of completing an "annual 
evaluation" and preparing an Annual CEP Evaluation Report, even if the campus CEP has been 
in existence for less than one year . The purpose for completing the evaluati on and report is to 
have the campus experience going through the process and have the Annual CEP Evaluation 
Report available to be reviewed by the evaluation visit team which will provide feedback 
intended to help the campus as it completes annual evaluations of the CEP in the future 
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MERGING REPORT SECTIONS 

Open the Mission, Organization, and 
Admjnistration section of the report . 
If necessary, rename it to identify the 
institution. 

Scroll to the bottom of the report
the first line below the last row of the 
table. Make sure you're on the first 
line below the table. 

Click on the Insert ribbon, then click 
Object , then click Text from File, and 
then click the file name of the next 
section of the report. 

ACICS NfTIIJ.., REEVAl...l..l'.TION ORAOOITICHM..LOCATION Na.LS CN REPORT 

CRITERIA Q!,"ESTIOI\S 

(Q ~~:u~==:i~== 3.14 Are student records protected from theft, fire, water 
damage, or other possible loss' from tbm, 6a, w.a::.rdamie.~orotMJ)OUbEloail:dd! 

~tly Srt-at«l 514 c.oi=«i{tklletn'btcdtr'I 
J.odc4d• Ul:notbcq~•Otll!allocmo:~u, 
\ ':cit. tb!~ct .. t:d!llp«K'.!Cl-!d.; a!lde:i.i.ao1.i.m!!d 
~~~dilt,bad"up .. pno;cr.:t~ot 
otb.- t.-d (Wi• of~ ~tdr,."tly 1:0AC! c,lf UII ,...,..._ 

0Yes 0No 

If .\0 , insert the section number in parmtheses and 
explain: 

00 ;,~i~=~~~~~~~b!~: 3.15 Does the campus maintain transcripts for all students 
indefinitely" ~t..ly .axl.a:lln•m:a~m:Socbel"RCORbabould 

bt npc ax • 1-. fh-. }.._. ~ tbt 1-1 di)· of 
~. Fmmci.al ai~ ~ ,~ be ~ 
~! ta m! fU:ii!O-..!illi!I ~~ b'.,' tll! ~ 

dYes dNo 

lf i\'o, insert th e section number in parentheses and e."plain: -3.16 Does lhe campus maintain admissions data and other 
records for at least fi\'C years from I.he last date of 
anendanc.c for all srud~nts? 
0Yes 0No 

lf .'vO, insert lhe section nwnber in parenlheses and 
p lain: 

GEi\LRAL COM'.lENT S: 

CO ,.l'.1Ei\l>ATlO1'S: 
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Your report now looks like this. 

Ensure that there is not a blank I ine 
between the two sections . If there is, 
delete it. 

Highl ight the first two rows of the 
report you just inserted. Right-click; 
then left-cl ick Cut to de lete these two 
rows. 

st~ . Fi&mcial aid ~ ,l;all bt maiJ:Uir.«l 
~ _g to d!:-e ~~ erubli!MI! by~ tm.::!in~ 

Cl lC~ 

If Ao, insert the section nwnbcr in parentheses and explain: 

3. 16 Does the campus maintain admissions data and other 
reoords for at least five years from the last date of 
anendance for all srudents? 
0Yes Q:,io 

If .Vo, insert the section number in parentheses and 
exJ>lain: 

GENERAL CO:\I MENTS: 

COi\Il lEJ\l>ATIO:\'S: 

ru:cmli\[E NDATIONS: ... REP ORT QUESTIO NS 

CR!nRIA QL"ESTIOXS 

4. RELATIO:\'S WITH STUDEl"\'TS 

J- 1-491- REL ATI OJ\-S WIT H sn .. "l>E J\i& S FOR ALL PROGRA .>.IS 

Ea::b iu titlltion &!INl.d ltti,,-e to~ the ia tsltiou ""i th 
t~al \liT)"SR!f:KT.!Mh:~~1,~r:,dad)m,, 4.01 
to all ~liab l-e 1z.;., ari! r--..gulatioia.. Ea.± iutit:t:ior.: aao is 

How many student mes were rC\i ewed during the 
evaluatio n? tlq'l!i!lld 10 de,.'elop • :,teya'!!t or ltucH!':I: ,~ icu ttst iJ 

coruir. 3!.t ~ it!-ra~ ::?Wiai, in.d!ldir._ga vic.es ;ro vi:i~ for 
st\MScU attcdr .J D! iti <cll locet iOQ tnd cam~ lddit:ior .. . 
Such ~ i v.!!~ !.~th! ~ mal ;1t:1pz!!.snd.ral.-Kt 
Ua i.ut itiltioa·• ~ lin ti."" -.1..fnor u. ,t\ldm t. 4 .02 Does the campus ensure that its student relations reflect 

high ethical standards? 
0 Yes O :,io 

3.16 Does the campus maintain admissions data and other 
records for at least fiyc years from the last date of 
attcnda.ncc for aU studmu ? 
D Yes D 1-o 

If No, insert the section number in paren theses and 
~ lain: 

G E:-IERAL CO)(M.EXT S: 

CO) [ME1'DA TIO:'I S: 

R.ECO)B IE NDATIONS r.m" '" . • A" • ;~ U:' 

--------- RE-- P-O_R_T_Q_ U_E_S_T_IO_ ;J I II .. !!I'. A . ;J I 

~ i ~ ·1----------------j !! .. ., 7 
_ ll:Ji P.tite Op tions:. 

E.,;:b b.i:t:11.:tlci1ub:dd n rw , 10 UlllU I ~ lb n!.cioi.1 w.tb 
,~!GU-ll,qy,,n-B«lditbiD»~tchicalKmldludceefo,m 
toallapp li.ca:u l.e.,,,-sen.clreptl.mons. E..:h Uutitutioc. W o U 
f llq_llti"ed 10 d.w~ op a pr-op:am of n ud Klt I MV1HI tbat 11 
<:on1istmt•-itli i11 ltnd mUii ~ iaclwdiz:; , .-,.i, upw, · idadfo, 
u ud Wl!iattaidiJ'\!lldd.,i,:QaJ. loeati o,u and «.!'llp,n lldd!t>o n1 
S\ldi1w,"C+sibo\ll.d,uwc-,1beMIIC~ cmlpqnmaadtt&.ct 
th, m1:iniSoc. ' s conc1n1 !or th, -v;-.l!u, o! th, stud.at. 

4. RELA TIO:,/S WIT ~-.~, :rn ... 
J ~ragr~pl'I ... 

4.0 1 

4 .02 

FOR ALL PROGIL.\ :: 

I= 
How ma.ny studci A, 
evaluation? 

: ,he campus j t. 

§ullris 

ttumbulng 

t!J'Ptl l1nlc, .. 
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S1nonyms 

Tran11ate 

• j during the 

:latio ns reflea 
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1 

__ 
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This is what your merged document 
now looks like. 

The entire set of report questions 
must be conta ined in one table. To 
ensure that this is true, go to the 
beginning of the table and select the 
table by clicking the crossha irs at the 
left of the first row of the table. 

... 
3-1-406--RD..\TION'S WITH S'n1>ENTS 

Each inJtihmmi 1bou!d 11ri,r• to e111H tl:.1.1 iu H:.&ti:01u " "1th 

3.16 Do es the campus m.tlntain admissions data and other 
records for at least five years from the last date of 
attendance for all students? 

0Y es 0No 

If .Vo, insert the section number in parentheses and 
explain: 

GE:,iERAL COi\OfE:,!TS : 

CO~Oll: NDATI0:,1S: 

REC O~OIE:-.-i>A TIO:'<S: 

4. RE LATIONS WITH STUDENTS 

FOR ALL PROGRAM S 

::~!:~t:::;~~r~i.::~~~~::::r: 4.0 l How many student files were rev iewed during the 
evaluation ? r~uin.rl. to d•v•lop a pr<1p-&::e1 o! 1tude:c.t Hn •icu t!i.at is 

eol151.runt'>-'1thtts nl!<!aill1on,mcludln;s~,a!spm'ld!dfo~ 
studHll,a."'till&r.c;.ddi.bCXW locatioa, arid cam:pu.i addi:ioas. 
Such 1.n·Cn Jxnidni~ttl• .dui=~i!XW:;m,gn::i andnE:kt -th! lO!t:rtutian·s c:t11!:C!m for th<! W!lf.a!,! ofth,! ~tude.aL 4.02 Does the campus ensure that its studen t relations reflect 

high ethical standards ? 
0Yes Q:-,Jo 

If No . insen the section nwnber in parentheses and 
explain: 

VER t,IJrf 1 ~01◄ ...,c CS I ,IT AL qE£v-AlliATION. OR ADDITION..:..... LDC.ATO~ ttCLUSON REPORT Pace ◄ of33 

REPORT QUESTIONS 

£,-wy lill'h~OQ m111 t ha,.·t • =uutOA ...ti.ch n 'lb q>-.:.f,i:. 
yi:.rpon for ua:h.ll.g.. Tbi: aun:on., :opthff wuh • Ht of 
objecti,·eHoa«~rt.mwtbe~o.znmaru.ed m & m~11011 
J.tl.!i!mmL Tb! o'IIJKW.udo-uld N d!'·oted su.busr.b.lL'v to 
ncHt r~ ediK:ltioci ud should k r....so11Ule fot tht 
prova,mofmstru=!lo:ir.Ddart£dtl.:r..-.ry , ed !ac,.b:M1 ofth, 
UllMl:.!!.O?l. 

lmtituti.0111::c.11,· Wibit a vanety of mU 1iom.. r&I1pll; from 
tbou'll'hdW '!au11~u ofp,upon to1hou •i:i!IC&an 

0 \.'ESJION 

1. ~IIS SIO .X 

If thcrc is no mission stat cmm t in the catalog. insm the 
section number in parentheses and explain. 

:mv.t~J>1,11POn --------- 1.02 Docs the campus have an appropriate mission statement 
with a set of supponing objectives? 
QY es 0No 

If .\'o, insert the section number in parentheses and 
explain. 

1.03 Arc the objectives devoted substantially to carccr-rdated 
ed ucation? 
Q Yes 0No 

If So , insert the section number in parentheses and 
e"q>lain: 

) 04 Are the objectives reasonable for t.he following? 
(a) The programs of instruct ion 
Q Yes 0No 
(b) The modes of delivery 
r:a_v ""'-->. 



DELETING THE CRITERIA COLUMN 

Before deleting the Criteria column, click 
the Rev iew tab. Then click the Stop 
Protection button (that is, that it is in the 
unprotected mode). Thi s allows you to 
make changes to the form itself. 

Move the insertion point to the top of 
column I and select the column. 

Note: If column I for the entire report is 
not selected, see the instructions for 
merging report sect ions. 

........ - .... 

REPORT QUESTION S 
C:IITCIIA 

--.... - .__,.,_ . ..,...._ 
flill'l .. '".,...i-11,..... ....... .. .... _ 

l , )OSSIO.'\" 
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PROCESS 
• Cha irs are given 5 business days to edit each report. After the 

report has been formatted and edited for content it is to be 
emai led to the ACICS staff member with a copy (cc) to 
visitreports@ac ics.org. 

• Do not hesitate to reach out to staff if quest ions occur while 
editing. 

REEV ALUA f\ oN VISIT REPORT Select visit type from drop 

down 

One space 

Center 

justify 

ERICKSON COLLEGE .,_ _______ _ 

321 Main Street 
Phoenix , AZ 85040 

ACICS ID Code: 00054321 

All caps 

On-site admin email 
Mr. Scott Erickson Campus President (scott@erickson.edu) ... --------
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Campus email 

No longer shading 

! Include a t it le for each tea m member 
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I 
I I 
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I I 

,Harbs 
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I 

:Dr. Kwaku Educational Activities, Library, and 
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I I 

: Mr.: Richard Audio Production and Gam e Production 
I I 

1Dertman Specialist 
I I 
I I 

Film and Video Production and : Ms., Sharon 
I I 

:Ng~yen Graphic Design Specialist 
I I 

Fashion Design and Merchandising :Mr.,Aaron 
I I 

:Bak:er Specialist 
I I 
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I I 

:Peabody 
--- -· 
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PROGRAM S OFFERED BY Numerals only, do not include "full" or "part" 

ERICKSON COLLEGE 
Do not include - Name of NIX, ARIZONA Num erals only, do not include "%" 
program Select program as 

,- Templat e says ,... -,- -
name. J credential typ e approved by 

"Sem./Qtr . Hrs." CAR 
Credential from drop 

J 
ACICS. Confirm delet e th e non- Enn I : Retention & Placement(%) 

name onlv . down w ith Coordinator applicable Full 2014 2013 -
institut ion) 

APPROVED selection , time -
PROGRAM ( ""'Qtr~) Part 

, 'f lll r., I, Hrs . tjmn Ret. Pia . Ret . Pia. 
{ Bachelor of Fi, ~a chelor's ) ,,.Aud io ) 2140 180 l. 1812...,, ~'a >V¾,. 'JIA 49.5 NIA 
~ rt s in I)rnma ~e gree ~ reduction++ '-.._ 32 

Bacu c;JVJ VJ Bacn ernr s Game 2160 180 2815 66 67 67.2 
Science Degree Prod uction 
Bache lor of Arts Bachelor' s Film and Video 2190 180 2215 66 58 76 

Degree Prod uction++ 
Bache lor of Fine Bachelor' s Fashion Design 2120 180 1513 65 63 58 
Arts Degree and 

Merchandising 
Bach elor of Bachelor 's Information 2250 180 612 68 100 78.3 
Science Degree Technology 
Assoc iate of Academ ic Informat ion 11501 92 313 67 57 85 
Scien ce Assoc iate' s Tec hnology 1100 

Degree 
Associate of Academic Graphic Design 1150 92 213 60 77 68.3 
Science Associa te's 

Degree 
Bachelor of Fine Bachelor's Graph ic Design 2240 180 1112 68 88 68.9 
Arts Degree 
Bach elor of Arts Bachelor 's Visual Arts- 2020 180 0 100 0 80 

Degree Game Art** 
Assoc iate of Arts Academ ic Digital Video 1100 92 0 67 23 64 

Assoc iate' s Prod uction** 
Degree 

Bach elor of Arts Bachelor 's Game Design ** 2300 180 0 70 33 88.8 
Deg ree 

Bachelor of Fine Bachelor's Interior 2130 180 0 56 100 65.5 
Arts Degree Des ign** ~ Ensure total is correct 

TOTAL ENROLLMENT ( 130 ,. 
Notes: 

** 
++ 

T ed in bold are an retention rates below 65 ercent ro rams ~ ear in Jen th yp y p (p g y g ) 
(programs :S l in length) and any placement rates below 70 percent. 
All programs with O enrollments have been taught out and are no longer offered. 

For program in which some but not all of the courses are taught at a Campus Addition. 

DELE:Te A~+Y ~+OTES THAT DO NOT APPLY 

or 70 p ercent 

De lete all template instru ction s highlighted in yellow 

NIA 

54 

100 

NIA 

60 

64.7 

84.2 

50 

28.6 

41.7 

NIA 
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INTRODUCTION 
Delete all template instructions highlighted in yellow 

[Please 1:1se t~ e to gi·1e a narrat ive introdu ctio n of the c~ 1:1s-] 4 

Erickson College is owned and operated by International Academy of Merchandising and Design, Ltd., which is 
Mlholly owned by Career Education Corporation (CEC). CEC is a Delaware corporation with principal offices 
ocated at 231 North Martingale Road Schaumburg, Illinois 60173. In February 1994, the campus name was Al 

I rickson Graphic Design School and was acquired by Career Education Co oration (CEC). The cam us 
changed their name to Erickson College in 2001. 

e campus has two separate locations. The main building is located at 4750 South 44 Place in Phoenix 
· zona. This location is a professional corporate complex and borders the neighboring city of Tempe. The 

campus addition has 70,000 square feet with ample offices, classrooms, and parking for students and staff. The 
campus is located at 1425 W. 14th Street in Tempe, Arizona and has 25,000 square feet. This campus is less than 5 

·1es away and about a five minute drive from the Phoenix campus. Courses for two programs are housed at the 
earning site -- Audio production and Film and Video Production. Mr. Leron Witherspoon, department chair for 

both programs, is housed at the Tempe campus addition and maintains his office at the site. Additionally, two 
staff members teach core classes at the Tern e classes. 

Student services are accessib le to students at the oversight campus in Phoenix. These include tutoring, financial 
aid, career services, library and other services documented in the student relations report. A career services staff 
member is available to students in the Tempe location each day for dedicated hours. The campus has a shuttle 
available to students who prefer not to drive between the two campuses. The shuttle can be requested via call or 
ext. The campus addition does not current ly have a learning resource center, but the faculty has initiated plans 
o develop a mini library to encourage the further use of library resources in core courses. There are ample 

classrooms, office space, lounge areas, auditorium, labs and arking for students and staff at both locations. 
e locations also have security on grounds . 

On December 3, 2012, Erickson College announced to its staff and students, the campus would no longer accep 
new student enrollments and the campus was entering into the teach-out hase of o erations. The cam us teach 
out is scheduled for com letion A ril 30, 2 

Be sure that numbers listed in the intro are consistent with page 2. 

~ t the time of the visit there wer~.=_c:;,,rctudents enrolled. This campus offers bachelor's degrees in audio 
production, game production, film and video production, fashion design and merchandising, information 
technology and graphic design. The campus offers associate degrees in information technology and graphic 
esign. The following programs are not offered and have been taught out: bachelor's degree in visual arts-game 

, bachelor's degree in game design, bachelor's degree in interior design, and academic associate' s degree i 
tligital video production. The team was advised all degree programs will end in 2016. All remaining classes are 
· n teach out and no additional students are being acce ted or recruited 

!Based on the most recent data available to the team, the Campus Effectiveness Plan reports the student 
population as 75 percent male and 25 percent female. The ethnicity of the student population is 33 percent 
Caucasian, 10 percent African American, 15 ercent His anic or Latino 6 ercent Native American, 1 ercen~ 
~ sian, and 35 ercent non-disclosed. 

e campus submitted retention plans for the following programs; audio production, fashion design and 
erchandizing, and graphic design. Placement plans were submitted for ame roduction, fashion desi n, film 

nd video roduction, information technology, and ~a hie design. 

Be sure that if there is critical information about the campus it is 
included in the report. Left justify throughout report (except page one) 
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REPORT QUESTIONS 

Section headers should be bold 
1. MISSION 

1.01 Give the _£age number in the came us cata log on w.•JWff',M. ission statement can be found. 
The camp us mission statement is located on a HHee 3 o the 2013-2014 Erickson College catalo& 

1.02 

1.03 

1.04 

1.05 

1.06 

effec tive Januarx 2013. 
Use numerals for page numbers 

Does the camp us have an appropr iate mission statement with a set of supporting object ives? 
~Yes 0 No 

Are the object ives devoted substantially to career-re lated education? 
~Yes 0No 

Are the objectives reasonable for the following? 
(a) The program s of instruction 
~Yes 0No 
(b) The modes of delivery. 
~Yes 0No 
( c) The facilities of the campus. 
~Yes 0No 

Are the mission statement and supporting objectives appropriate ly disclosed in the campus catalog and 
in other publi cations that are readily avai lable and understandable to the publi c? 
~Yes 0No 

Is the campus committed to successful implem entat ion of its mission? 
~Yes 0No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campu s Effective ness Plan (CEP)? 
~Yes 0 No 

1.08 If the campus is an additional location, does the additional location have its own CEP, separate from the 
main campus IEP? 
~ Yes D No D Not App licable 

1.09 Does the CEP describe the following ? 
(a) The characteristics of the programs offered. 
~Yes 0No 
(b) The characteristics of the student population . 
~Yes 0No 
(c) The types of data that will be used for assessme nt. 
~ Yes 0No 
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1.10 

1.11 

1.12 

1.13 

1.14 

1.15 

(d) Specific goals to improve the educational processes. 
~Yes 0No 
(e) Expected outcomes of the plans. 
~Yes 0No 

Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
~Yes 0No 
(b) Student placement. 
~Yes D No D Not Applicable (new additional location only) 
(c) Level of graduate satisfact ion. 
~Yes D No D Not Applicable (new additional location only) 
(d) Level of employer satisfac tion. 
~Yes D No D Not Applicable (new additional location only) 
(e) Student learning outcomes. 
~Yes 0No 

Define the student learning outcomes used by the campus and how these outcomes are being assessed . 
The campus CEP utilizes the following student learning outcomes: final course grades, which are being 
tallied and analyzed at the end of each term; GPAs which are analyzed at the end of each term; guarterl 
student, graduate, and em loyer surveys; and uarterly roject and ortfolio reviews. 

Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
~ Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
~ Yes D No D Not Applicable 
(c) How the data was collected. 
~ Yes D No D Not Applicable 

TIP: Means of assessment of the outcomes should be 
included in the descriptions of the SL Os. 

(d) An analysis and summary of the data collected and an explanation of how the data will be used to 
improve the educational processes. 

~ Yes D No D Not Applicable 

Has the campus published annual placement and retention goals in its CEP that take into account its rates 
from the last three Campus Accountability Reports and that demonstrate its ability to maintain or 
impro ve retention and placement outcomes? 
~ Yes D No D Not Applicable (new additional location or initial applicant only) 

Has the campus published specific activities that will be undertaken to meet placement and retention 
goals? 
~ Yes D No D Not Applicable (new additional location only) 

Describe the specific activities that the campus will undertake to meet these goals. 
S ecific activities with regard to retention include: 

increasing the number of student events; 
im lementing proactive academic advising and early intervention lans; 
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1.16 

1.17 

1.18 

providing students with addition al access to the buildin g and campu s services; 
continuing to assist students with shuttl e service between both location s· and 
reviewin g finan cial stabilit y and respon sibilit y pra ctices with students. 

ecific activities with regard to placement includ e: ,__ _________ _ 
extending office hour s for all advi sors from 8:00 a.m. - 7:00 p.m.; 
inviting industry profe ssional s to campu s portfolio shows and other cam us events; 
continuin g weekly off -site emplo yer outr each goals· 
introducin g career management topic s into the classroom s; and 
improvin g campu s invol vement in off-site visits, profess ional assoc iation involv ement, and 
12artici12ation in multi -industry networkin g function s. 

Does the campus have documentation to show t 
(a) Th at the CEP has been impl emented. 
[8JYes D No 
(b) That specific activities listed in the plan hav 
[8J Yes D No 

For extensive or detailed lists, use bullets, rather than running 
the list into a sentence. 

The bullets should be written to complete a sentence in 
present, in continuou s tense and be lower case . 

(c) Tha t periodic progress reports have been completed. 
[8J Yes D No 

Capitalize Campus Effectiveness Plan 

Who is responsible for implementing and monitorin g the CEP? Describe this indiv idual' s qualifi catio 
If a committee is utili zed please describe the committ ee. 
Mr. Scott Erickson is the campu s director and respon sible for implementing and monitorin g the Campu 
_Effectiveness Etan (CEP) . He is assisted with the CEP by a team consisting of the mana ger of student 
services, learning resourc ter speci alist, business operation s mana er, director of career services, 
registrar, ro ram chai , and neral education lead instructor. 

Use a comma in front of "and" 

Mr. Erickson began his em oyment w1 nc son o ege m an m in a liSt · (also known as 
. . . Oxford Comma) 

campu s president. He hold s an MBA from Texas A&M Umvers1ty, and a bal.-.w•~· u ~~o•~~ ... ····- ·~·~ 
services from Roger Willi ams University in Bristol , Rhode Island . He brings to the campu s over 1 
years of propriet ary education experience. 

Does the campus have documentation to show that the CEP is evaluated at least annu ally? 
[2l Yes D No D Not Applicable (new additiona l locatio n or init"Pl.-""'"'1;= .,• !'s'"'J.-..~------~ 

TIP: Make sure general comments are 

GENERAL COMMENTS: useful. Information that is broad 

rrhe C~ rovided to the team meets Co1:1ncil ex~ tation s for CEP content. and/or obvious is not needed. 

2. ORGANIZATION 

2.01 Is the following information regarding the campus appropri ately stated in the catalog? 
(a) Governance, control, and corporate organ ization . 
[8J Yes D No 
(b) Names of the trustees, directors, and/or officers. 
[8J Yes D No 
(c) Names of the administrators. 
[8J Yes D No 
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2.02 Does the campus: 

2.03 

2.04 

2.05 

2.06 

2.07 

2.08 

2.09 

(a) Adequately train its employees? 
~ Yes 0No 
(b) Provide them with constant and proper supervision? 
~ Yes 0 No 
(c) Evaluate their work? 
~Y es 0 No 

Is the administration of the campus efficient and effective? 
~ Yes 0 No 

Does the campus maintain written documentation to show that faculty and staff members: 
(a) Clearly understand their duties and responsibilities? 
~ Yes 0 No 
(b) Know the person to whom they report? 
~ Yes 0 No 
( c) Understand the standards by which the success of their work is measured? 
~ Yes 0 No 

Does the administration maintain documentation of the evaluation of the faculty and staff? 
~ Yes 0 No 

Has the campus adopted a policy on academic freedom that has been communi cated to the faculty? 
~ Yes 0 No 

Does the campus have an appropr iate grievance policy for faculty and staff? 
~Y es 0No 

D. oes the campus catalog or t. he. student handbook contain an a.1 Summarize previously discussed information to 
that includ es the name and address of ACICS? use throughout the report. Don't copy and paste 

~ Yes D No D Not Applicable (initial applicant full descriptions. Be sure description is consistent 
throughout. 

Who is responsible for the financial oversight of the campus, and what are this person's qualifications? 
Mr. Scott Erickson is respon sible for financial oversight of the campus. As stated above, Mr. Erickson 
began has been campu s president since December of 2013. He holds an MBA and a bachelor 's degree in 
mancial services. He has over 12 ears of exP.erience in ro rietary education ex erience. 

GENERAL COMMENTS: 
earn interview s with faculty, staff, and students romote s a spirit of coop_eration and o en communi cation . 

Use double spaces between the end of one section and the beginning of the next. 

3. ADMINISTRATION 

3.01 Is there evidence that the chief on-site administrator(s) or the self-study coordinator for the campus 
attended an accreditation workshop within 18 months prior to the final submission of the self-study? 
~ Yes 0No 
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3.02 Are all staff well trained to cmTy out administrative functions? 

3.03 

3.04 

~ Yes 0No 

Mr. Erickson is the on-site administrator. As stated abo , Mr. 
president since December of 2013. He holds an MBA an b 
has over 12 years of exQerience in ro rietary education ex e 

Does the campus list degrees of staff members in the catalog? 
~Yes 0No 

If Yes, is appropria te evidence of the degrees on file? 
~Yes 0No 

rickso n began has been camp u 
elor' s degree in financial services. He 

Everyone in the report should have a title. 

TIP: Be sure to correct this at read through, 
as it may be difficult to determine the 
accurate title once the visit is over. 

3.05 Is there evidence that the campu s keeps adequate records to support the following administrative 
operations? 
(a) Financial aid activities. 
~ Yes D No D Not Applicable (camp us does not pmticipate in financia l aid) 
(b) Admissions. 
~Yes 0No 
(c) Curriculum. 
~Yes 0No 
(d) Accreditation and licensure. 
~Yes 0No 
( e) Guidance. 
~Yes 0No 
(f) Instructional resources. 
~Yes 0No 
(g) Supplies and equipment. 
~Yes 0No 
(h) The school plant.F 
~Yes 0No 
(i) Faculty and staff. 
~Yes 0No 
G) Student activities. 
~Yes 0No 
(k) Student personnel. 
~Yes 0No 

3.06 Does the campus admit ability-to-benefit students? 
D Yes ~ No (Skip to Question 3.11.) 

3.11 Do student files contain evidence of graduation from high school or the equivalent? 
~Yes 0No 
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3. 12 Are appropriate transcripts maintained for all students? 
~Yes 0No 

3.13 Is the grading system fully explained on the transcript , and is it consistent with the grading system that 
appears in the campus catalog? 
~Yes 0No 

3.14 Are student records protected from theft, fire , water damage, or other possible loss? 
~Yes 0No 

3.15 Does the campus maintain transcripts for all students indefinitely? 
~Yes 0No 

3.16 Does the campus maintain admissions data and other records for at least five years from the last date of 
attendance for all students? 
~Yes 0No 

GENERAL COMMENTS: 
e campu s admini strative functions are coordinat ed to achieve the educational mission. Records relati ve to 

dmini strativ e o erations are maintained a ro riatelY., 

i

l Be sure that the description of student file review is well 
4. RELATIONS WITH STUDENTS detailed, with regard to the number and type of files reviewed. 

4.01 How many student files were reviewed dur the evaluation? 
There were twent y-one student files reviewed by the team. The files were classified on the 20 12-20 13 
CAR as 5 graduate s, 11 withdrawals and still 5 enrolled . Of the files, four of the files were students who 
received transfer credit, 1 of the files was a student who had been on probation due to satisfactory 
academic process (SAP) issues, 1 of the files was a student who had an approved SAP appeal, 2 of the 
files were students who had been on warnin g due to SAP issues, 1 of the the files was a student who had 
been dismissed due to SAP issues, and 4 of the files were students who had changed pro grams. In 
addition, the financial ledger cards for all files were reviewed. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
~Yes 0No 

If No, iasert the sectioa aumber ia pareatheses aad eKplaia: 
Remove all empty 'In No,' fields 

4.03 Does the campus have appropriate admissions criteria? 
~Yes 0No 

4.04 Does the camp us contract with third parties for admissions and recruiting purposes? 
□ Yes ~No 
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4.05 Is there evidence to document that admissions criteria are applied consistently to all students admitted 
under the same version of the admissions criteria ( e.g., that students admitted into specific programs for the 
same start date are admitted under the same admissions criteria)? 
[8J Yes D No 

4.06 Does the admissions policy conform to the campus' s mission? 
[8J Yes D No 

4.07 Is the admissions policy publicly stated? 
[8J Yes D No 

4.08 Is the admissions policy administered as written? 
[8J Yes D No 

4.09 Does the campus use an enrollment agreement for each enrolled student that : 
(a) Clearly outlines the financial obligations of both the institution and the student? 
[8J Yes D No 
(b) Outlines all program related tuition and fees? 
[8J Yes D No 
(c) Has a signature of the student and the appropriate school representative? 
[8J Yes D No 

Is there evidence that a copy of the agreement has been provided to the student? 
[8J Yes D No 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person's 
qualifications? 
At the time of the visi t, Erickson College did not have a student recruitment department in place beca use 
they have not been accepting any new students since December 3, 2012. 

4.11 How is the team able to verify that the recruiting process for new students is ethical and compatible with 
the educational objectives for the campus? 
Whil e the campus is not currenly engaging in student recruitment, it was apparent to the team after 
reviewing files and interviewing Mr. Scott Erickson, campus director and Mr. Elliott Littlejohn , former 
admissions representative and current financial aid assistant, that Erickson College's recruitin g proce ss 
for new students had been ethical and compatible with the educational objectives for the campu s. The 
team reviewed archived training on compliance, data recording, and administrative proce sses. The team 
also reviwed perform ance reviews which monitor new representatives' progr ess; bi-monthly formal 
reviews after the robationary_period; and monthl y reviews of ros ective student surveys. 

4.12 Are individuals engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following? 
(a) Courses and programs. 
[8J Yes D No 
(b) Services. 
[8J Yes D No 
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( c) Tuiti on. 
~Yes ONo 
(d) Terms. 
[8'.!Yes ONo 
(e) Operating policies. 
[8'.i Yes D No 

4.13 Does the campus use prospective student names obtained as a result of a survey, canvass, or promise of 
future employment or income while a student, or as a result of other marketing activity? 
D Yes [8'.I No 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
D Yes [8'.i No 

4.15 Are the titles of recruitment and enrollment personnel appropriate? 
[8'.i Yes D No 

4.16 Does someone other than recruitm ent and enrollment personnel make final decisions regarding financial 
aid eligibility, packag ing, awarding, and disbursement? 
[8'.i Yes D No D Not Applicable (camp us does not participate in financial aid) 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
[8'.i Yes D No 

4.18 Does the camp us have written policies and procedures for evaluating and accepting transfer of credit? 
~Yes ONo 

4.19 Is there evidence that the campus properly awards transfer of credi t? 
[8'.i Yes D No D Not Applicable 

4.20 Does the campus publicize its transfer credit policies, including policies related to accepting transfer credi t 
from another campus? 
[8'.I Yes D No 

4.21 Has the campus established articulation agreements with other institutions? 
[8'.i Yes D No(Skip to question 4.23 for Master's Degree Programs or4.24 for all programs) 

If Yes, has the camp us published a list of institutions with which it has established the agreements? 
[8'.i Yes D No 

4.22 Does the camp us provide documented notification to students of the articulation agreements and the 
transferability of credit s in the programs that are offered? 
~Yes ONo 
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4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
~Yes 0No 

If Yes, state the page number(s) where the standard s of satisfactory academic progress policy is published? 
The standard s of satisfactory academic progress (SAP) policy is found on pages 27-30 in the Erickson 
Colle ge 2013-2014 course catalog, effective January 2013 and in the 2013 -2014 Erickson College 
catalog addendum number 3, effective May 6, 2014. 

4.25 Does the standards of satisfactory academic progress (SAP) policy publi shed in the catalog contain the 
following? 
(a) A definition of the max imum time frame allowed for students to complete a program as 1.5 times the 

normal program length. 
~Yes 0No 
(b) A schedule that designates the minimum percentage of work that a student must success fully 

complete at the end of each evaluation increment to complete the program within the maximum time 
frame. 

~Yes 0No 
(c) Procedures for re-establishing satisfactory academic progress. 
~Yes 0No 
( d) A definition of the effec ts of the following on the CGP A and successfu l course-com pletion 

percentage: 
Withdrawa ls. 
~Yes 0No 
Incomp lete grades. 
~Yes 0No 
Repeated courses. 
~Yes 0No 
Non-punitive grades. 
D Yes D No ~ Not Applicable (camp us does not offer) 
Non -credit or remedial courses. 
D Yes D No ~ Not Applicable (camp us does not offer) 
A warning status. 
~ Yes D No D Not Applicable (camp us does not use) 
A proba tionary period . 
~Yes 0No 
An appea l process. 
~Yes 0No 
An exte nded-enrollm ent stat us. 
D Yes D No ~ Not Applicable (campus does not offer) 
The effec t when a student changes programs. 
~ Yes D No D Not Applicable (camp us only offers one program of study 
The effec t when a student seeks to earn an additional credential. 
~ Yes D No D Not Applicable (campus only offers one credential) 
The implica tions of transfer credit. 
~Yes 0No 
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4.26 Does the campus apply its SAP standards consistently to all students? 
~ Yes 0 No 

4.27 Are students who are not making satisfactory academic progress properly notified? 
~ Yes D No D Not Applicable (no students are in violation of SAP) 

4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the 
program is one academic year in length or shorter? 
~ Yes 0 No 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year 
where students must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent? 
~ Yes D No D Not Applicable (all programs are one year or less) 

4.30 Are students who are not making satisfactory academic progress at the end of the second year dismissed? 
~ Yes D No D Not Applicable (all programs are less than two years) 

4.31 Are qualitative and quantit ative components evaluated cumulative! y for all periods of a student' s 
enrollment? 
~ Yes 0 No 

4.32 Are students allowed to remain on financial aid while under warning status? 
~ Yes D No D Not Applicable (campu s does not participate in financial aid) 

If Yes, is the student informed of this policy? 
~ Yes 0No 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation, eligibility for 
financial aid reinstated and considered to be making satisfactory academic progress? 
~Yes 0 No 

4.34 Are students who are placed in an extended-enrollment status denied eligibility for federal financial aid 
(unless there are mitigating circumstances? 
D Yes D No ~ Not Applicable (campus does not have extended enrollment and/or does not 
participate in financial aid) 

4.35 Do credits attempted during the extended-enrollment status count toward the 1.5 times of nmma l program 
length? 
D Yes D No ~ Not Applicable (campus does not have extended enrollment) 

4.36 For students who have excee ded one and one-half times the standard time frame and were awarded the 
original credential, were any additional financial obligations waived? 
D Yes D No ~ Not Applicable (there is no such student) 
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4.37 Are studen ts required to have a minimum CG PA of 2.0 or its equivalent upon graduat ion from all 
programs? 
~Yes 0No 

4.38 Who is responsible for the adminis tration of satisfactory academic progress, and what are thi s person's 
qual ificat ions? 
Ms. Bi annca Regis, regional reg istrar , is responsible for the admini stration of satisfac tory academic 
progress. She holds a bachelor's degree in sociology from Rooseve lt University, iR Ckieago, IlliRois. She 
is a cert ified registrar and has also been certi fied to adm inister SAP. She is assisted on-site M s. Ariel 
Woodwar d, who has 22 years of P.xnP.riP.n r.P. ::is ::i rP.P'istr ::ir 

The report will no longer include the city and state when 

4.39 Does the camp us encourage and : describing the institution from which a faculty or staff completed satisfac torily 
in their programs? their education 

~Yes 0No 

4.40 Does the camp us finance any of the following? (Mark all that apply.) 
(a)~ Scholarships. 
(b )~ Grants . 
(c)D Loans. 
(d)0 The camp us does not offer scholarships, grants, and/or loans. (Skip to Question 4.42.) 

If Yes for any item, does the campus properly ident ify all scholarship, grant, and loan progra ms? 
~Yes 0No 

4.41 Does the camp us fully disclose the te1ms, conditio ns, and app lication proced ures regarding campus loan, 
scholarsh ip and grant programs in its catalog? 
~Yes 0No 

4.42 Are all similarly circumstance d students who enro lled at the same time and in the same programs charge d 
the same tuition and fees? 
~Yes 0No 

4.43 Are tuition and fees clearly stated in the catalog? 
~Yes 0No 

If Yes, have students confi rmed receiving a copy of the catalog? 
~ Yes D No D Not App licab le 

4.44 Do the financial records of students clear ly show the fo llowing? 
(a) Charges. 
~Yes 0No 
(b) Dates for the pos ting of tuition. 
~Yes 0No 
(c) Fees. 
~Yes 0No 
(d) Other charges . 
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IZ!Yes 0No 
(e) Payments. 
IZ! Yes D No 
(t) Dates of payment. 
IZ! Yes D No 
(g) The balance after each transaction. 
IZ! Yes D No 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
IZ! Yes D No D Not Applicab le (camp us has not changed tuition or fees) 

4.46 Is the campus ' refund policy published in the catalog? 
IZ! Yes D No 

4.47 Is the refund policy fair, equitab le, and app licable to all students? 
IZ! Yes D No 

4.48 Is the campus following its stated refund policy? 
IZ! Yes D No 

4.49 Does the campus participate in Title IV financial aid? 
IZ! Yes D No (Skip to question 4.57) 

4.50 Who is responsible on-site for administering student financia l aid, and what are this person's 
qualifications? 
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Ms. Brandy DeRocco, business o erati for admini stering student financial 

4.51 

aid. Ms. DeRo ac elor 's degree in bu siness adm inistration from sity. She is a 
member oft ation al Associat ion of Student Financial Aid Adm ini strator s s. DeRocco 
has worked in the ma 

Is the person who determines the amo unt of stude 
awards? 
IZ! Yes D No 

awards not also responsible for disbursing those 

Ensure associations/organizations are spelled out and 

capitalized before the acronym 

4.52 Are final student financial aid award determinations made by adm inistrative individuals who are not 
responsible for recruitment? 
IZ! Yes D No 

4.53 Is the financial aid administrato r a member of a state, regional, or national financial aid assoc iation and up 
to date on procedures and changes in the field? 
IZ! Yes D No 

4.54 Describe how the financial aid office stays current with regulation and policy changes in financial aid 
(include all~IJ.!2P riate members ~ s 1.!!.,professional organizations held by this individual). 
Ms. DeRocco stays current with regulation and policy changes in financial aid by holdin g a membership 
in NASFAA. She receives regular ema ils from NASFAA concernin g policy chan ges that affect student 
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financial aid. Financial aid advisors receive training in governme ntal regulation s, institutional policies, 
and procedures on a regular basis. Ms. DeRocco participates in bi-weekly trainings and teleconferences 
led by Workforce Education Corporation (WEC). Informati on is disseminated to the financial aid st 
via email, one-on-one interaction , and during weekly staff meetings. 

4.55 Is there evidence that the financial aid administrator regularly participates in professional awareness 
activities? 
i:gj Yes D No 

4.56 Does the campus have a written policy that accurately reflects the U.S. Department of Education ' s 
definition of a credit hour for credit hour programs and/or clock-to-credit hour programs, including 
conversion ratios? 
i:gj Yes D No 

4.57 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes i:gj No (Skip to question 4.58.) 

4.58 Describe the student services offered by the campus such as, but not limited to, structured tutoring, 
academic or personal counseling, student orientation, etc. 
The student services offered by the campus include new student orientation, which is an opportunity for 
all new students to become familiar with campus personnel and procedur es (no longer offered, but the 
team was able to verify current and past students participated); academic counseling offered by the staff 
and faculty; financial aid, provided by the student finance office; free tutorin g, available to all student s 
with faculty and student peers; and employment counseling,offered by the manager of student services. 

4.59 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus' graduates? 
i:gj Yes D No D Not Applicable 

4.60 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this personE ualifications? 
Ms. Kerri Eto, campus director of career services, is responsible for the oversight of counseling student s 
on employment opportunities. She holds a bachelor 's degree in history from Albright College. Ms. Eto 
has worked in caree r services at Erickson College for four years. She also has two years of prior 
ex erience as a college career services advisor. 

4.61 Does the campus offer employment assistance to all students? 
i:g] Yes D No D Not Applicable (campus enrolls only international students on a student 
visa) 

4.62 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
D Yes i:g] No 

4.63 The beginning enrollment on the most cmrnnt Campus Accountabi lity Report (CAR) is 654 
The ending enrollment reported on the previous year's CAR is 654 
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4.64 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Campus Accountability Report (CAR) last submitted to the Council? 
IS] Yes D No D Not Applicable 

4.65 Are students who receive financial aid counseled concerning their student loan repayment obligations ? 
IS] Yes D No D Not Applicable (campus does not participate in financial aid) 

4.66 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
The students are counse led concerning student loan repayment obligations through: 

discussion of repayment during the admissions process; ---------entrance counseling, which conducted during the first financial aid a_QP.ointment; 
exit counse ling, which occurs before graduation; ----------------instruction on how to access a financial literacy portal including repayment calculators, 
modules on managing finances, loan repayment and general financial literacy; and 

~--~ after leaving the institution, students have access to a dedicated HELP team which rovides 
ongoing support to students during their grace period and student loan payment. 

Students are encouraged to contact the campus financial aid office with questions and concerns. 

4.67 Describe the extracmTicular activities of the camp~ (if aE~able). 
Students were encouraged to participate in the following documented 2013-2014 extracurricular campus 
activities: chili cookoff, tricked-out trike race, student appreciatio n events, halloween Erickson murder 
mystery costume party , la mode fashion showcase, ortfolio showcase, career service week, maker's 
faire crafts, and game jams. 

FOR MASTER'S DEGREES ONLY 

4 . 6g Do all stadeats enrolled in master's degree programs possess a bachelor's degree? 
0Yes 0No 

If N-fJ, insert the section number in parentheses, list student names , and ~plain: 

5. EDUCATIONAL ACTIVITIES 

FOR ALL PROGRAMS 

.. 

Remove all sub 
sections of the 
report that deal with 
credentials that 
were NOT reviewed 

5.01 Are the credentials awarded by the campus in compliance with its accreditation approval and in 
comp liance with applicable state laws? 
IS] Yes D No 

5.02 Who is assigned to oversee the educat ional activ ities of all program s at the camp us, and what are this 
eerson 's g__ualifications? 
Mr. Erickson, the campus director, is assigned to oversee the educational activities of all programs at this 
campus. As already noted, Mr. Erickson holds a bachelor's degree in financial services from Roger 
Williams University and an MBA from Texas A&M of Commerce. Mr. Erickson shared he works 
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collaborati vely with the program chairs of audio , film and inform ation technolo gy, Mr . Leron 
Wither spoon, and the departm ent chair of the design school, Mr . Jerry Blanken ship. 

5.03 Does this person have app ropriate academic or experiential qualifications? 
~ Yes 0N o 

Page 18 of 56 

5.04 Describe how the campus makes pro visions for program admini strators to have sufficient authorit y and 
responsibilit y for the develo~ ent and administration of t~ programs . 
Mr. EricksoB stated , aBd the team verified , that tThe authorit y and respon sibility for the developm ent and 
admini stration of program s on this campus was delegated to program admini strator s with his oversight. 
Program admini strators are respon sible for providing experti se to corporat e curriculum committ ees , faculty 
evaluations, developin g and monitorin g facult y development plans, facilitatin g instructors with necess ary 
resources to fulfill the curricular objectives of the programs, amon g other dut ies . 

5.05 Is the time devoted to the admini stration of the educational programs sufficient? 
~ Yes 0N o 

5.06 Is there a publi shed policy on the responsibility and authorit y of faculty in academic governance? 
~ Yes 0 No 

5.07 Does the poli cy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program. 
~ Yes 0 No 
(b) Selection of course materials, instructional equipm ent and other educational resources. 
~ Yes 0 No 
(c) Systematic evaluation and revision of the curriculum. 
~ Yes 0 No 
(d) Assess ment of student learning outcomes. 
~ Yes 0N o 
(e) Plannin g for institutional effectiveness . 
~ Yes 0 No 

5.08 Is there evidence that this policy has been adopted and faculty membe rs are aware of it? 
~ Yes 0 No 

5.09 Does the campus have any pro grams that require specialized or pro gramma tic accreditation to obtain entry
level employment or licensure by the state in which the campus is approved? 
D Yes ~ No (Skip to question 5.10) 

FOR NEW GRANTS ONLY ~ Do NOT remove sub headers for reviewed program s. Keeping these 
headers in the report helps makes sense of missing questions 

5.10 Does the campu s have any pro grams with current specialized or programmatic accreditation? 
D Yes ~ No (Skip to question 5.14) 

Make adjustments for widows and orphans. (return/enter OR insert page break) 
Orphan: wo rd, line of t ext, heading, or capt ion at the bottom of a page while t he remain der of t he text unit cont inues on t he 
next page. 
Widow: wo rd, l ine of t ext, heading, or caption that extends to t he t op of t he next page. 
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FOR ALL CAMPUSES 

5. 14 Are the educational programs consistent with the campus' mission and the needs of its students? 
[8'.!Yes 0No 

5. 15 Do the formation of policie s and the design of educational program s involve students, graduates, 
administrators, faculty, and other interested parties such as advisorv committees? 
[8'.I Yes D No Incorporate how the team gathered this information, be it through 

interviews or documentation. 

5.16 What provi sions ar·~~ or individual differences among students? 
Faculty interviewed y the team indicated that several unique factors assisted them in their efforts to 
provide for individual difference s among students. Tutorin g is available for students who need it and 
student s have access to an array of learning resources in the classrooms and additiona l learning 
educational resource spaces, e .g. equipment and computer s. 

5.17 Describe the system i~ lace to evaluate, revise, and make changes to the curriculum. 
Curriculum is revised regularly by Career Education Corporation (CEC), the corporate entity that owns the 
campus. During curriculum revision cycles corporate curriculum writing teams elicit input and feedback 
from program chairs at CEC campuses, including Erickson College Phoenix, Arizona. Program chairs in 
tum elicit input and feedback from program instructors at regularly scheduled meetings to create a 
reciprocal curriculum development system. In addition, curriculum revisions and suggestions can be 
directed to the corporate level through campus chairs at other times. 

5.18 Does the faculty participate in this process? 
[8'.i Yes D No 

5.19 Is credit appropriately converted in relation to total student contact hours in each class? 
[8'.i Yes D No 

5.20 If the campus awards academic credit to student s who demonstrate subject competency based on 
academic, occupational, or personal experiences, is there an established systematic method for evaluating 
and awarding academic credit to which the campus adheres? 
[8'.i Yes D No D Not Applicab le (campus does not award such credit) 

If Yes, is there appropriate documentation of the assess ments of knowledge, skills, or competencies 
required? 
[8'.i Yes D No D Not Applicable (no student has made such a request) 

5.21 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursework involved? 
[8'.i Yes D No 

5.22 Are the following appropriate to adequately support the number and nature of the general education 
courses? (/f only nondegree programs are offered with no general education courses, skip to 5.23) 
(a) Facilities. 
[8'.i Yes D No 
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5.23 

5.24 

5.25 

5.26 

5.27 

5.28 

5.29 

(b) Instructional equipment. 
~Yes 0No 
(c) Resomces. 
~Yes 0No 
( d) Personnel. 
~Yes 0No 

Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 
~Yes 0No 

Are the quantity and type of instructional materials and equipment proportionat e to the size of the campus 
and types of programs? 
~Yes 0No 

Based on the team's observation of the instructional materials used, interviews with students and faculty, 
and a review of software licenses, is the campus in compliance with applicable licensing and copyright 
laws? 
~Yes 0No 

Are official transcripts for all qualifying credentials and for those credentials listed in the catalog on file for 
all instructors? 
~Yes 0No 

Have faculty transcripts from institutions not accredi ted by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the Association of 
International Credential Evaluators (AICE) or the National Association of Credential Evaluation Services 
(NACES) to determine the equivalency of the credentials to credentials awarded by institutions in the 
United States? 
D Yes D No ~ Not Applicable (no faculty member s hold foreign credentials) 

Is there documented evidence of a systematic program of in-service training at the campus? 
~Yes 0No 

If Yes, how is this documented? 

TIP: This question is often overlooked. Make sure the answer both 
parts are completed during read through. 

Evidence of systematic in-service training is documented in faculty files. Faculty files include dates of in
service activities, in-service to ics, and certificates of participation . 

Is there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
0Yes ~No 

If No for missing documentation of implementation, insert the section number in parenthe ses, list faculty 
names , and explain: 

___ _,. (Section 3-1-543 and Glossary): [SUMMARY: Five faculty member s: Mr. Sam Kettering, Ms. Janie 
Sections E 

should 
Thomas, Dr. Teresa Samms , Mr. Joel Tims , and Ms. Samantha Faith, lack evidence of im lementation o'J 

be BOLD 

I I 
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5.30 

5.31 

5.32 

professional growth activities as outlined in their faculty development plans.] [DETAILS: The facult~ 
member s had a range of activities listed in the plan for completion within the 2013 - 2014 year but they all 
lacked evidence of completion. For example , Mr. Kettering was scheduled to attend a session of the 
International Conferen ce on Digital Audio but did not go. There were no activities listed on the 2014 Ian. 

Is there evidence that full-time and part-time instructors oarticioate in re!!ularlv scheduled facultv l 
meetings? Citations start with a summary statement of the area of non-

~ Yes D No compliance ... 
followed by a description of the issue. 

Is there an adequate core of full- and/or part-time faculty to assure sound direction and continuity of 
development for the educational programs? 
~Yes 0No 

Does the institution utilize contracts and/or agreements with other institutions or entities? 
~Yes 0 No 

If Yes, do the contracts and/or agreements comply with all requirement s of the applicable criterion? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE'S, AND BACHELOR 'S 
DEGREES ONLY 

5.35 Are instructors teachin g general education courses ass igned in keeping with the minimum requirement s 
as stated in the Accreditation Criteria? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE 'S DEGRE ES ONLY 

5.36 Does the program include a minim um of 15 semes ter, 22.5 quarter hours, or their equiva lent in genera l 
educat ion courses? 
~Yes 0No 

5.37 Do the pro grams' general education courses meet Council standards in that the courses place emphasis on 
principles and theory not on practical applications associated with a particular occupation? 
~Yes 0No 

5.38 Are at least one-half of all courses that are part of each associate's degree program taught by faculty 
members who have graduate degrees, profe ssiona l degrees, or bachelor 's degrees plus professional 
certificat ion? 
~Yes 0No 

FOR BACHELOR'S DEGREES ONLY 

5.39 Does the program include a minim um of 36 semes ter hours, 54 quarter hours, or their equivalent in 
general educa tion courses? 
~Yes 0No 
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5.40 Do the pro gram's general education courses meet Council standards? 
~Yes ONo 

5.41 Are at least one-half of all lower-divi sion subjects and all upper-division courses that are part of the 
bachelor' s degree program taught by faculty member s who have graduate degrees, profe ssional degrees, 
or bachelor' s degrees plus professional certification? 
~Yes ONo 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location, square footage, 
distribution of space, parking situation and any other pertinent information ). 
The main campus is a 70,000 square foot facility located at 4750 South 44th Place in Phoenix, Arizona. 
The campus has ample parking for students and staff, also the campus is located on a central bus 
transportation route. The building is comprised of 39 classrooms, a student lounge, student store, 
learning resource center, laptop helpdesk, sewing lab, drawing studio, pattern making lab, motio111 
capture lab, tabletop photo area, faculty and staff lounge, production center, materials resource center , 
file room , faculty and staff workspace area, conference room, and main reception. One classroom is 
equipped with a collapsible wall which can provide a large auditorium style room and two studios 
provide specialty equipment for film and video production. Seating capacity for each room varies fro 
as few as 12 seats to as many as 40. A dedicated motion capture room is utilized by the game production 
program. The camp us additio n, located at 1425 W. 14th Street in Tempe , Arizona , contains 25,000 
developed square feet out of 45,000 total square feet of space . The building is comprised of 6 
classroom s, a theatre, film stage, live production stage, studio, faculty and staff lounge, and faculty and 
staff workspace area. The 100+ seat theater allows for student work to be presented and reviewed along 
with film history classes and genera l assemblies. The campus P.rovides shutt le service for student and 
staff between both locations. 

6.02 Does the campus utilize any additional space locations? 
OYes ~No 

6.03 Does the campus utilize campus additions? 
~Yes ONo 

If Yes, list the name and address of each campus addition and identify any administrative services offered 
at the site. (Please see section 13 for additional information) 

he Tempe campus is located at 1425 W. 14th Street in Tempe , Arizona. The campus is less than five 
piiles away and about a five minute drive from the Phoenix campus. Courses for two programs are 
housed at the learning site, audio production and film and video production. Mr. Leron Wither spoon, 
clepartment chair for both programs, is housed at the Tempe campus addition and maintains his office a~ 
the site. Additionall y two faculty member s teach core classes at the Tempe classes. 

Student services are access ible to students at the oversight campus in Phoenix. These include tutoring, 
mancial aid, career services, library and other service s documented in the student relations report. A 

career services staff member is available to students in the Tempe location each day. The campus has 
• huttle available for trans ort between the two cam uses. The shuttle can be re uested via call or text. 
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he campus addition does not currently have a learning resource center, but the faculty has initiate d 
plans to develop a mini library to encourage the further use of libr ary resources in core courses. 

6.04 Are all facilities (includin g additional space and campus addit ions) appropriat e for the size of the student 
population and the programs offered? 
IZ] Yes D No 

6.05 Are the following appropriate to suppor t the student population and the programs offered at all locations 
(including additional space and campus addition s)? 
(a) Equipment 
IZ] Yes D No 
(b) Instructional tools 
IZ] Yes D No 
(c) Machinery 
!Zl Yes D No 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanitation 
regulations? 
IZ] Yes D No D Not Applicable 

7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, numb er, and volume if appropr iate)? 
The catalog used during the evaluation was the 2013-2014 version, effective Janu ary 2013 and addendum 
3, effective May 6, 2013. The cataog supplement was UP.dated while the team was on-site. 

7.02 Does the self-study or additiona l location application part II accurately portray the campus? 
iZ] Yes D No 

7.03 Does the campus publish a catalog that is appropriately printed and bound and available to all enro lled 
student s? 
IZ] Yes D No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
!Zl Yes D No 
(b) An indication of the year or years for which the catalog is effective on the front page or cover page. 
IZ] Yes D No 
( c) The names and titles of the administrators. 
iZ] Yes 0No 
( d) A statement of legal control which includes the names of trustees, directors, and officers of the 

corporation. 
IZ] Yes D No 
(e) A statement of accreditation 
IZ] Yes D No D Not Applicab le (initial applicant) 
(t) A mission sta tement. 
IZ] Yes D No 
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(g) A listing of full-time faculty members which lists all qualifying credentia ls held along with the 
awarding institution and the area of teaching specialization. 

~Yes 0No 
(h) An academic calendar. 
~Yes 0No 
(i) A full disclosure of the admission requirements. 
~Yes 0No 
(j) A statement for each curriculum offered that includes a statement of objective or purpose; an accurate 

and comp lete listing of all courses in the curriculum with a unique identifying number and title, the 
credit or clock hours awarded; the total credit or clock hours required to complete the cuITiculum ; any 
necessary requirements for cert ification , licens ing, or registration needed to work in the field; and any 
additional requirements that must be met to complete the cunicu lum. 

~Yes 0No 
(k) A description of each course offered that includes the identifying number , title, credit or clock hours 

awarded , a concise description of the course contents, and any necessary prerequisites. 
~Yes 0No 
(1) An explanation of the grading system that is consistent with the one that appears on the student 

transcript. 
~Yes 0No 
(m) A definition of the unit of credit. 
~ Yes D No D Not Applicab le (The campus does not award credit) 
(n) A complete expla nation of the standards of satisfactory academic progress. 
~Yes 0No 
( o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of each. 
~Yes 0No 
(p) The transfer of credit policy. 
~Yes 0No 
(q) A statement of the tuition, fees, and any other charges. 
~Yes 0No 
(r) A complete and accurate listing of all scho larsh ips, grants, and/or loans offered. 
~ Yes D No D Not Applicab le (no scho larships, grants, or loans offered) 
(s) The refund policy. 
~Yes 0No 
(t) A stateme nt describing the student services offered. 
~Yes 0No 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog). 
~ Yes D No D Not Applicab le (initial app licants only) 

7 .05 Does the campus offer degree programs? 
~Yes 0No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numbering system (for all levels). 
~Yes 0No 



VER. May 1, 2014 ACICS INITIAL, REEVALUATION, OR ADDITIONAL LOCATION INCLUSION REPORT Page 25 of 56 

(b) Identification of courses that satisfy general education requirements (for occupational associate' s, 
academic associate's, and bachelor 's degrees only). 

~ Yes 0 No 
(c) Identification of courses that satisfy the concentration requirements (for academic associate's and 

bachelor 's degrees only). 
~Yes 0 No 
(d) Identification of courses that satisfy the upper-division (for bachelor 's degrees only). 
~ Yes D No D Not Applicable 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes ~ No (Skip to Question 7.07.) 

7.07 Does the catalog contain an addendum/supplement? 
~ Yes D No (Skip to Question 7.08.) 

(a) Is the catalog updated at an appropriate interval (the addendum/supplement should not be used as a 
substitute for meeting this expectation)? 

~Yes 0 No 
(b) Does the addendum supplement include the school name, location, and effective date for the entire 

document (or for individual sections if effective dates vary)? 
~ Yes 0 No 
(c) Do students receive a copy of the addendum/supplement with the catalog? 
~Yes 0No 

7.08 Is the catalog available online? 
~ Yes D No (Skip to Question 7.09.) 

If Yes, does it match the hard copy version? 
~Yes 0No 

7.09 Does the campus utilize a multiple-school catalog? 
D Yes ~ No (Skip to Question 7.10.) 

7 .10 Is all advertising and promotional literature, through any type of media (social media, website, newspapers, 
etc.), truthful and dignified? 
~ Yes 0 No 

If No, insert the section number in parentheses and explain: 
Erickson College is in teach out and is no longer advertising its programs to prospective students. The 
campus, howev er, maintains. The website and catalog clearly state that the campus is no longer enrolling 
students into its programs. 

7 .11 Is the correct name of the campus listed in all advertising, web postings and promotional literature? 
~ Yes 0No 
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7 .12 Where does the campus advertise (publication s, online, etc.)? 
The campus maintains public disclosure s and addresses for both the campus and learning site on the 
website at www.Ericksoncollege.edu. The campus is in teach out and and does not advertise to prosQective 
students. The cam us sto_R ed advertising after the announcement of its closure in December 2012. 

Are all print and electronic advertisements under acceptable headings? 
t:8] Yes D No 

7.13 Does the campus use endorsements, commendations, or recommendations in its advertising? 
D Yes t:8] No (Skip to Question 7.14.) 

7 .14 Does the campus utilize services funded by third parties? 
D Yes t:8] No (Skip to Question 7.15.) 

7 .15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
t:8] Yes D No 

7.16 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
D Yes D No t:8] Not Applicable (campus does not participate in financial aid) 

The campus does not advertise, as it is in teach out. 

7 .17 What institutional performance information does the came_us routinely provide to the 12ublic? 
The campus provides campus level placement rates and graduation rates and cumulative multicampu s on 
time completion rates. 

Where is this information ublished and how frequently is this information being updated? 
The performance data is updated annually. 

8. LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resources? 
t:8] Yes D No 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
t:8] Yes D No 

8.03 Does the campus provide training and support to faculty and student s in utilizing library resources as an 
integral part of the learnin g process? 
t:8] Yes D No 
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8.04 Are adequate staff provided to support the development , organization of the collection, and access of 
library resources? 
~Yes 0No 

8.05 Describe how the camp us develops continuous assessmen t strategies for resources and information 
services? 
The campu s learnin g resource center (LRC) provides reque st forms for instructors and students to make 
formal requests for library resources and information services . Additionally, the learnin g resou rce center 
specialist, Mr. Ryan Knowlton , inform ally surveys instructors and student s to assess their continuing 
need s for library resources. 

Are these metho ds appropria te? 
~Yes 0No 

8.06 Is the library staff adequa tely trained to support the library? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

8.07 

8.08 

8.09 

8.10 

8.11 

Is the camp us' establi shed annua l budget appropri ate to the size and scope of the camp us and the 
programs offered, and is the allocat ion appropri ately expended for the purchase of books , periodicals, 
librar y equ ipment, and other resource and reference materials? 
~Yes 0No 

What is the amount of the current year 's library budget excluding personnel allocations? 
The current year's library budget is $18,000. 

What _portion of the current year's libr ary budget has been spent and how has the money been allocated? 
Of the annual $18,000 library budget, $3,410.45 has been spent in the current year, (approximat ely 19%). 
Of the money spent, $1,750.00 was allocated to renew a subscription to Lynda .com (professional 
develo ment tutorial web resource and t e remainder was used to purchase ma_gazines. journals. books, 
DVD 's and video games. TIP: The second part of this question is often overlooked. Mak:=--Jsure 

the answer to both parts is completed during read through. 
Is there ev idence that the faculty have maJor mvo vement m tfie selection onibrary resou rces·. 
~Yes 0No 

Are the library hours adequate to accommod ate the needs of all students? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE'S , BACHELOR'S , AND MASTER 'S DEGREES ONLY 

8.12 Describe how the faculty ins12,ire, motivate, and direct student usage of the library resources? 
In intervi ews with the team, faculty shared that they encourage students to utili ze on-site librar )I 
resources for research projects and other classroom assignments. Also, the LRC specia list, Mr. 
Knowlton, facilitates student helpers in the LRC who assist students with library and information 
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resources. At the Tempe campus addition, instructors have initiated a plan to bring library resources 
from the main campus to facilitate student research there. The school provides transportation between 
the main and cam uses addition to facilitate student access to library and information resource s. 

Are these methods appropriate? 
IZ] Yes D No 

8.13 Is the Dewe y Decimal, Library of Congress, or other appropriate system of classifica tion used to organize 
the library materials? 
IZ] Yes D No 

8.14 Are records of physical and/or online resources and circulation accurate and up to date? 
IZ] Yes D No 

8.15 If interlibrary agreements are in effect, a.re the provisions appropriate , do they ensure practical use and 
accessibility to the students, and is evidence of student use document ed? 
D Yes D No IZ] Not Applicable (no interlibrary agreements) 

8.16 Describe any full-text online collections available to student s. 
Full-text online collections available to students include Academic Search Premier , Art & Architecture, 
Berg Fashion Library, Business Source, Chronicle of Higher Education, Credo Reference , Criminal 
Justice with Full Text, DTech Cybrary Databases , Ebsco eBooks, Education Research, eMarketer 
Features, ERIC, First Research, GreenFile, Hoovers, IEEEXplore, Library Information Science & 
Technology, Master File Premier, Newsstand, Opposing Viewpoint s, Oxford Art Online, Regiona 
Business News, Safari eBooks, and Stylesight Brochure. 

8.17 Are the library physical holding s and /or full-t ext online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
IZ] Yes D No 

8.18 Does the library collection include holdings in the humanities, arts, soc ial sciences, and sciences, 
including mathematics? 
iZ] Yes D No 

FOR ACADEMIC ASSOCIATE'S AND BACHELOR 'S DEGREES ONLY 

8.19 Who is the on-site libraiian, what are this person's qualifications , and what are his or her hour s on-site? 
The librarian is Ms. Shalonda Meeks , Career Education Corporation's regional director of library 
services for this area. Ms. Meeks holds a bachelor's degree in mass communication from Texas State 
University, and a master's degree in library science from Texa s Woman' s University. Mr . Jerrod Rayburn 
is the learning resource center specialist on-site. Mr. Rayburn has been trained by Ms. Meeks to facilitate 
the library need s of student s and faculty on-site at the main Erickson College Phoenix, Arizona campus 
and it's campus addition located at 14th Street. Mr. Rayburn' s hour s are Monday-Friday , 9:00 a.m. to 
6:00 p.m. The library is open from 8:00 a.m. - 10:00 p.m. on Monday-Thursday; 9:00 a.m. - 5:00 p.m. 
Friday; and 9:00 a.m. - 4:00 p.m. on Saturday. During the hour s that Mr. Knowlon is not available, two 
trained student workers are responsible for library oversight. 
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Does this individual: 
(a) Supervise and manage the library and instructional resources? 
[8J Yes D No 
(b) Facilitate the integration of instructional resources into all phases of the campus's ctm icular and 

educational offerings? 
[8J Yes D No 
(c) Assist students in the use of instructional resources? 
[8J Yes D No 

8.20 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
[8J Yes D No 

8.21 Have library staff transcripts from campuses not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the National 
Association of Credential Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
D Yes D No [8J Not Applicable (staff do not hold foreign credentia ls) 

8.22 Is documentation on file to reflect the librarian's participation in professional growth activities? 
[8J Yes D No 

8.23 Are the hours the library is open adequate to accommodate the needs of all studen ts? 
[8J Yes D No 

8.24 Does the library make available appropriate reference, research, and information resources to provide basic 
support for curricular and educational offerings and to enhance student learning? 
[8J Yes D No 

GENERAL COMMENTS: 
IT'he LRC at Erickson College, is overseen by a competent coporate regional librarian. Mr. Knowlton , is 
responsible for the day to day operation of the learning resource center with training and oversight from Ms. 
Henderson. Mr . Knowlton assists faculty and students and oversees student helpers working in the library. The 
Jibrary offerings are significant and sufficient for the programs being taught at the campus. 

9. PROGRAM EVALUATION 

achelor's Degree in Fashion Design and Merchandising ... 4...,..-

FOR ALL PROGRAMS 

ACICS credential should match the listing on 
page 2. 

9.01 Is licensure , certification or registration required to practice in the specific career field? 
D Yes [8J No (Skip to question 9.02) 
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9.02 Who is assigned to admin ister the academic pro gram(s), and what are thi s person's qualifications? 
Ms. Leroni ca Spokes is the lead instructor for the fashion design and mer chandi sing pro gram. She 
report s to Mr. Jerry Blanken ship, the pro gram chair of graphic des ign. Ms. Spokes received hen 
bachelor' s degree from Northern Arizona Univer sity in spee ch communi cation and rece ived an 
associate's de gree in fashion design from the Fashion In stitute of De sign. 
Mr. Jerr y Blanken ship, hold s a BFA in graphic de sign from Michigan University and a master' s degree 
in visual communi cation s from Arizona State University. 

9.03 Does this individual possess appropri ate academic or experien tial qualifications? 
C2J Yes D No 

9.04 Is there evidence that the program adminis trator has sufficient author ity and responsibility for the 
development and adminis tration of the educationa l program(s)? 
C2J Yes D No 

9.05 Are the time and resources devoted to the adminis tration of the educational program(s) sufficien t? 
C2J Yes D No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which mee t or excee d- the standards for the following areas: 
(a) Studen t retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs ::; 1 year in 
length)? 
D Yes C2J No D Not Applicab le (Additional Location Inclu sion on ly) 
(b) Student placemen t rate of 70 percent? 
D Yes C2J No D Not Applicab le (Additio nal Location Inclusion only) 

If No, does the camp us provide one of the following: 
A Camp us Effectiveness Plan (CEP) that includ es an improvement plan for thi s program with data, 
analysis and activities to meet or excee d Council requirements? 
C2J Yes D No 

9.07 List the communi ty resources and describe how they are utilized to enrich the program(s). 
The pro gram utili zes several forms of comm unity resources that contribut e to the enrichment of the studen , 
experience. Field trips and guest speake rs are the most significant activities. Durin g Fashion Week, 
indu stry profe ssional s reviewe d student projects and fashion portf olios and gave individual feedba ck and 
recomme ndation s. The Qu antum Initiative (QI) center hosts guest speaker events on a varie ty of cross 
departmental topic s, includin g topics on ho w to start a business and how to use soc ial media for business 
Students have attended fashion events admini strated by The Fashion Group International of Arizona (FGI). 
Ms. Spokes is also the regional directo r for the FGI - Arizona, and she is closely involved in organizing 
these field tri s. In Januar 2014, the student s were taken to Profe ssional Business Practices for Fashion 

9.08 Is the utilizat ion of commun ity resources sufficient to enrich the program? 
C2J Yes D No 
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9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~ Yes 0N o 

9.10 For programs that include practica, extemships, or internships, does the institution have a written and 
mutually signed agreement that outlin es the arrangement between the institution and the practicum site, 
includin g specific learning objectives, course requirements, and eva luation criteria? 
~ Yes D No D Not Applicable (these elements are not part of the program or no student is 
at the point of needing them) 

9.11 Does the program use independent studies? 
~ Yes D No (Skip to question 9.13) 

9. 12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards 
~Yes 0No 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~ Yes 0 No 

9.14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~ Yes 0No 

9. 15 Is an appropri ately detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
~Y es 0 No 
(b) Course numbers 
~ Yes 0 No 
(c) Course prerequisites and/or corequisites 
~ Yes 0 No 
(d) Instructional contact hours/credits 
~ Yes 0 No 
(e) Learning objectives 
~ Yes 0 No 
(t) Instructional materials and references 
~ Yes 0 No 
(g) Topical outline of the course 
~ Yes 0 No 
(h) Instructional methods 
~ Yes 0 No 
(i) Assessment criteria 
~Yes 0 No 
(j) Method of evaluating students 
~ Yes 0 No 
(k) Date the syllabus was last reviewed 
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IZ!Yes □ No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-cr edit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
IZ! Yes D No D Not Applicable (Additional Location Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 
work assignments 
IZ! Yes D No D Not Applicable (Additional Location Inclusion OR clock hour program) 

9.16 Do students confirm that they receive a course syllabus and that it is followed? 
IZ! Yes D No 

9 .17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
IZ! Yes D No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
IZ! Yes D No D Not Applicable (there have been no graduates) 

How many calls to employers or graduates were attempted? 
Bachelor's Degree program in Fashion Design and Merchandising: 5 

How many calls to employers or graduates were successfu l? 
Bachelor's Degree program in Fashion Design and Merchandising: 2 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of success ful contacts and confinn ations. 
All of the successful contacts confirmed employment of the graduates as reported on the 2013 CAR. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
IZ! Yes D No D Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
IZ! Yes D No (Skip to question 9.24) 

9.21 Does the campus' written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
IZ! Yes D No D Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
IZ! Yes D No D Not Applicable (Clock hour programs only) 
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If Yes, briefly describe the documentation of evaluation viewed on site. 
The team reviewed fashion portfolio s provided by the lead instructor Ms. Leronica Spokes. The portfolios 
contained homework covering fashion collections illustrated as colored sketches and flat technical 
sketches. Additional homework assignments reviewed by the team included activities in which students 
prepared self-promotin g materials and linked-in profiles. The team was able to verify that out of class 
work is graded and included in evaluation of the course by reviewing online grade books on the Engrade 
system. 

FOR ALL VISITS 

TIP: It is important that this answer not only confirms that assignments 
and grades were reviewed, but also that the grade was being 
incorporated in the students' final grade. 

9.23 Are the following appropri ate to adequately support the number and nature of the program? 
(a) Facilities. 
[3J Yes D No 
(b) Instructional equipment. 
[3J Yes D No 
(c) Resources. 
[3J Yes D No 
(d) Personnel. 
[3J Yes D No 

9.24 Are the following elements appropria tely incorporated into the instructional componen ts of the program? 
(a) Systematic planning. 
[3J Yes D No 
(b) Well-defined instructional objectives. 
[3J Yes D No 
(c) The select ion and use of appropriate and current learning mate.rials. 
[3J Yes D No 
(d) Appropriate modes of instructional delivery. 
[3J Yes D No 
(e) The use of appropriate assessment strategies . 
[3J Yes 0No 
(f) The use of appropria te experiences. 
[3J Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.26 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and a.re their qualificat ions academically and experientially appropri ate to the subject matter 
they teach and the level of the creden tial awarded? 
[3J Yes D No 

9.27 Is the size of the faculty appropr iate to the total student enrollment? 
[3J Yes D No 
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FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, BACHELOR'S AND MASTER'S 
DEGREES ONLY 

9.28 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
IZ] Yes D No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MAST ER'S , DEGR EES ONLY 

9.29 Are teaching loads reasonable? 
IZ] Yes D No 

FOR BACHELOR'S DEGREES ONLY 

9.42 Is the number of hours required to complete the program at least 120 semeste r hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or the equiva lent? 
IZ] Yes D No 

9.43 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
iZ] Yes D No 

9.44 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No IZ] Not Applicable (institution offers all four years of the degree) 

9.45 Does the curriculum quantitatively and qualitatively approxim ate the standards at other collegiate 
institutions offering the same degree? 
IZ] Yes D No 

9.46 Is enrollment in the third and fourth years of the bachelor 's program sufficient to support regularly 
scheduled classes and laboratory work? 
IZ] Yes D No D Not Applicable (no students in the third and fourth years) 

9.47 Are the third- and fourth-year courses based upon appropriate prerequisites? 
IZ] Yes D No 

9. PROGRAM EVALUATION 

Bachelor's Degree in Film and Video Production 
cademic Associate's Degree in Graphic Design 

~ achelor's Degree in Gra hie Design 

FOR ALL PROGRAMS 

9.01 Is licensure, certification or registration required to practice in the specific career field? 

D Yes IZ] No (Skip to question 9.02) 
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9.02 Who is assigned to admin ister the academic program(s), and what are this pe rson's qualifications? 
Mr. Jerr y Blank enship is the graphic des ign program chair. Mr. Blankenship has been at the Erickson 
Colle ge campu s for 14 years. For his first 7 years, he served as an instructor of graphi c design and then he 
was program chair of the graphi c design program for 5 years. Since 2012, Mr. Blankenship has served as 
chair of all design programs at the campu s. He hold s a bachelor 's degree in graphic design from Michigan 
State University and a master's degree in visual communic ation design from Arizona State University. 
Previou sly, Mr. Blankenship worked as an advertising agen cy art director and designer for varied corporate 
print client s such as Ford Motor Comp any and General Motor s at the J. W alter Thomp son advertising 
agency. As a participant in the Creative Connection , he interfaces with other design profe ssional s in the 
area. In his position as program chair, he supervises three adjun ct instructors and currently teaches 
~ oximatel y 10 hours er week. 

Mr. Leron Witherspoon serves as program chair for the film and video produ ction program at the campu s. 
He has been at Erickson College for four years and in his current position for approximat ely 18 month s. 
Mr . Wither spoon holds a bachelor 's degree in sculpture and art history from Florida State University and 
has completed 21 hour s in graduate study in art history at the University of Arizon a. He also has other 
specialized training in script and story writing as well as acting and scene study. Mr. With erspoon has an 
extensive professional history of many years in video/film production working as a director, producer, and 
consultant. His client s have included Coca-Cola , McDonald's, ESPN, Sears, Showtim e, and several 
episodic television produ ctions. He is a member of the Director 's Guild of Am erica (DGA) as well as 
Arizona Produ cer's Association (AP A). In the film and video program, he oversees one full-time instructor 
and three adjunct instructors. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[8J Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and admini stration of the educational program(s)? 
[8J Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[8J Yes D No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed- the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs S: 1 year in 
length)? 
D Yes [g] No D Not Applicable (Additional Location Inclusion only) 
(b) Student placement rate of 70 percent? 
D Yes [8J No D Not Applicable (Addition al Location Inclusion only) 

If No, does the campus pro vide one of the following: 
A Campus Effectiveness Plan (CEP) that includes an impro vement plan for this program with data, 
analysis and activities to meet or exceed Council requirements? 
[8J Yes D No 
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9.07 List the community resources and describe how they are utilized to enrich the program(s). 
Professionals in the design industry participate in portfolio reviews on a regular basis for the purposes of 
both critique and job placement possibilities. Students visit design studios and print houses to further 
acquaint themselves with the professional work environment. The campus seeks to bring in local 
professional designers and film makers to further broaden the students' learning experience. Past speakers 
have included producers, directors, filmmakers and print designers such as local documentary filmmaker 
Mr. Cory Skaaren, who spoke on breaking into the film world. Lavage Advertising Agency art director 
Ms. Melissa Brenneman spoke to students abou t potential careers in advertising design. Field trips also are 
conducted to area design studios or production house venues such as the Phoenix Suns Arena to tour the 
extensive audio/visual production facility at the stadium. The campus also hosts Phoenix Fashion Week 
events where different design departments collaborate to produce a high profil e communit y fashion show 
event. 

9.08 Is the utilization of commun ity resources sufficient to enrich the program? 
~ Yes 0 No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes 0No 

9. 10 For programs that include practica, externships, or internships, does the institution have a written and 
mutu ally signed agreement that outlines the arrangement between the institution and the practicum site, 
includin g specific learning objectives, course requirements, and eva luation criteria? 
D Yes D No ~ Not Applicable (these elements are not part of the program or no student is 
at the point of needing them) 

9.11 Does the program use independent studies? 
~ Yes D No (Skip to quest ion 9.13) 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards 
~ Yes 0 No 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~ Yes 0 No 

9. 14 Are course prerequisites appropri ate, are they identified in the catalog, and are they being followed? 
~ Yes 0No 

9. 15 Is an appropri ately detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
~Yes 0 No 
(b) Course numbers 
~ Yes 0 No 
(c) Course prerequisites and/or corequisites 
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IZ! Yes D No 
(d) Instructional contact hours/credits 
IZ! Yes D No 
(e) Learning objectives 
IZ! Yes D No 
(t) Instructional materials and references 
IZ! Yes D No 
(g) Topical outline of the course 
IZ! Yes D No 
(h) Instructional methods 
IZ! Yes D No 
(i) Assessment criteria 
IZ! Yes D No 
(j) Method of evaluating students 
IZ! Yes D No 
(k) Date the syllabus was last reviewed 
IZ! Yes D No 
For Title IV partic ipant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
IZ! Yes D No D Not Applicable (Additional Location Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 
work assignments 
IZ! Yes D No D Not Applicable (Additional Location Inclusion OR clock hour program) 

9.16 Do students confirm that they receive a course syllabus and that it is foll owed? 
IZ! Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
IZ! Yes D No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
IZ! Yes D No D Not Applicable (there have been no graduates) 

How many calls to emp_!oyers or graduates were attempted? 
The following numbers of calls were made to employers or graduates for the following programs: 
Academic associate's degree program in graphic design: 10 
Bachelor's degree program in graphic design : 10 
Bachelor 's degree program in film and video production : 10 

How many calls to employers or graduates were successful? 
The following numbers of calls, by program, were successful: 
Academic associate's degree program in graphic design: 4 
Bachelor's degree program in graphic design: 3 
Bachelor's degree pro gram in film and video produ ction: 3 



VER. May 1, 2014 ACICS INITIAL, REEVALUATION, OR ADDITIONAL LOCATION INCLUSION REPORT Page 38 of 56 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of success ful contacts and confinn ations. 
All success ful calls in all rograms confirmed the em loyment of the graduate as re orted on the CAR. 

There were graduates in the interior design and digital video production, but no enrollment at the time of 
the visit. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
C2J Yes D No D Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
C2J Yes D No (Skip to question 9.24) 

9.21 Does the campus' written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV 
funding? 
C2J Yes D No D Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
C2J Yes D No D Not App licable (Clock hour programs only) 

If Yes., briefly describe the documentation of evaluation viewed on site. 
The team was presented with homework assignments and the resulting homework turned in by the 
students. The homework had a grade assigned to it which was then recorded on a rade score sheet that 
could be viewed by the students online. 

FOR ALL VISITS 

9.23 Are the following appropriate to adeq uately support the number and nature of the program? 
(a) Facilities. 
C2J Yes D No 
(b) Instructional equipment. 
C2J Yes D No 
(c) Resources. 
C2J Yes D No 
(d) Personnel. 
C2J Yes D No 

9.24 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
C2J Yes D No 
(b) Well-defined instructional objectives. 
C2J Yes D No 
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(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d) Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strategies. 
~Yes 0No 
(f) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.26 Do the faculty members ' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualificat ions academically and experientially appropri ate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.27 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, BACHELOR 'S AND MASTER'S 
DEGREES ONLY 

9.28 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER 'S, DEGREES ONLY 

9.29 Are teaching loads reasonable? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

9.37 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earne d over a period of four semesters, six quarters, or the equivalent? 
~Yes 0No 

9.38 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concen tration? 
~Yes 0No 

9.39 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
~Yes 0No 
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9.40 Is emollm ent in the second academic year of the two-yea r pro gram sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not Applicable (no students in the second year) 

9.41 Are the second-year courses based upon appropriate first-year prerequisites? 
~ Yes D No D No t appli cable 

FOR BACHELOR 'S DEGREES ONLY 

9.42 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or the equivalent? 
r:g} Yes D No 

9.43 Is there a minimu m of 60 semes ter hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
r:g) Yes D No 

9.44 If the institution offers only the last two years of the bachelor's degree program , do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No r:g} Not Applicable (institution offers all four years of the degree) 

9.45 Does the cun-iculum quantitatively and qualitatively approximate the standards at other collegiate 
instituti ons offering the same degree? 
~ Yes 0No 

9.46 Is enrollment in the third and fourth years of the bachelor 's program sufficient to support regularly 
scheduled classes and laboratory work? 
~ Yes D No D Not Applicable (no students in the third and fourth years) 

9.47 Are the third- and fourth -year courses based upon appropriate prerequisites? 
~Yes 0 No 

GENERAL COMMENTS : 
IT'he team was presented with student graphic design portfolio s that were found to be suitable and competiti ve for 
~ob interviews and freelance consideration by potential employers. The team also reviewed demo tape reels b 
video/film students that showed a student's collected work while enrolled at the cam us. These demo ta es were 
alsoStr found to be appropri ate to showcase a student's talents and capabilities. 

9. PROGRAM EVALUATION 

Bachelor's Degree in Audio Production 

Bachelor's De ree in Game Production 

FOR ALL PROGRAMS 

9.01 Is Iicensure, certification or registration required to practice in the specific career field? 
D Yes r:g} No (Skip to question 9.02) 
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9.02 Who is assigned to administer the academic pro gram( s), and what are thi s person's qualifications? 
Mr. Jerry Blankenship is the design school program chair and admini sters the game production program 
with the assi stance of Mr. Benjamin Roth , lead instructor. 

Mr. Blankenship holds a bachelor's degree from Michigan State Univer sity and a master's degree in visual 
communications design from Arizona State University. Mr. Blankenship has 25 years of continuous 
experience in the graphic design field as a layout arti st, graphic designer , freelance art and design, a 
director, program chair, and department chair. Mr. Roth is the lead instructor for the game design program 
and report s to Mr. Blaken ship. Mr. Roth hold a bachelor's degree in computer animation from Full Sail 
Univer sity and a master's degree in com_puter animation from Full Sail University. 

Mr. Leron Witherspoon is the program chair for the audio, video, and information technology department s 
and admnisters the audio production program with the assistance of Mr. Sam Kettering, lead instructor. 

Mr. Witherspoon holds a bachelor's degree in creative art from Florida State University. He holds a 2014 
membership and serves as a director in the Director s Guild of America (DGA). As a director, Mr. 
Witherspoon attended the 66th Annual DGA Award s for 2013 Feature Films , Commercial s, and 
Documentaries. This responsibility included access and viewing the video interview s with all the 
nominee s. He is also a member of the American Society of Cinematographers. Thi s afforded him access to 
and viewing of the interview s with the nominee s for Best Cinematography. Mr. Kettering is the program 
lead instructor for the audio program. Mr . Kloth hold s a bachelor' s degree in film production and audio 
from Columbia College. Mr. Kloth holds an Avid Pro Tools Operator Certificat e. Mr. Kloth has 23 years 
of experience as an audio engineer working for Track work Orange Recording Studio , Novast er Digital 
Sound Service s, and Smart Post Sound. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
~Yes ONo 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
developm ent and administration of the educational program(s)? 
~Yes ONo 

9.05 Are the time and resources devoted to the administration of the educational program (s) sufficient ? 
~ Yes ONo 

9.06 Does the program meet the needs of its students and the requirement s of the Council, as shown by student 
achi evement outcomes which meet or exceed- the standard s for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :::; 1 year in 
length)? 
D Yes ~ No D Not Applicable (Additional Location Inclu sion only) 
(b) Student placement rate of 70 percent ? 
D Yes ~ No D Not Applicable (Additional Location Inclu sion only) 
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If No, does the campus provide one of the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis and activities to meet or exceed Council requirements? 
~Yes 0No 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
The audio, video and game production programs utilize a program advisory board made up of 
representatives of companies in the Phoenix, Arizona area. The team was provided minute s and sign-in 
sheets of numerous guest speakers in either the classrooms or a Quantim Initiative (QI) uniquel y designed 
room spec ifically dedicated to guest speakers and graduates of Erickson College. Other activities include a 
visit to the Phoenix Art Museum, a two-day seminar on screen writer roductions, an audio visual seminati 
featuring PSA V, Inc. ersonnel, and a feature film location shoot. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
~Yes 0No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes 0No 

9.10 For programs that include practica, extems hips, or internships, does the institution have a wri tten and 
mutually signed agreement that out lines the arrangement between the institution and the pract icum site, 
includin g spec ific learning object ives, course requ irements, and eva luation criteria? 
~ Yes D No D Not Applicable (these elements are not part of the program or no student is 
at the point of needing them) 

9.11 Does the program use independent studies? 
~ Yes D No (Skip to question 9.13) 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards 
~Ye s 0No 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

9. 14 Are course prerequisites appropriate , are they identified in the cata log, and are they being followed? 
~Yes 0No 

9. 15 Is an appropria tely detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
~Yes 0No 
(b) Course numbers 
~Ye s 0No 
(c) Course prerequisites and/or corequisites 
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IZ! Yes D No 
(d) Instructional contact hours/credits 
IZ! Yes D No 
(e) Learning objectives 
IZ! Yes D No 
(t) Instructional materials and references 
IZ! Yes D No 
(g) Topical outline of the course 
IZ! Yes D No 
(h) Instructional methods 
IZ! Yes D No 
(i) Assessment criteria 
IZ! Yes D No 
(j) Method of evaluating students 
IZ! Yes D No 
(k) Date the syllabus was last reviewed 
IZ! Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
IZ! Yes D No D Not Applicable (Additional Location Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on comp letion of the 
work assignments 
IZ! Yes D No D Not Applicable (Additional Location Inclusion OR clock hour program) 

9.16 Do students confirm that they receive a course syllabus and that it is followed? 
IZ! Yes D No 

9.17 Are the courses availab le when needed by the student in the normal pursuit of a program of study? 
IZ! Yes D No 

9.18 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
IZ! Yes D No D Not App licable (there have been no graduates) 

How many calls to emp_!oyers or graduates were attempted? 
The following numbers of calls were made to employers or graduates for the following programs: 
Academic associate's degree program in digital video production: 3 
Bachelor's de ree in ame roduction: 10 

How many calls to employers or graduates were successful? 
The following numbers of calls, by program, were successful: 
Academic associate's degree program in digital video roduction: 2 
Bachelor's degree in game production: 
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How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of successful contacts and confirmations. 
All successful contacts confirmed em loyment of graduates as re orted on the 2013 CAR. 

There were graduates in the bachelor' s degree in game design program and academic associate's degree 
program in audio production, but no enrollment at the time of the visit. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
~ Yes D No D Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
~ Yes D No (Skip to question 9.24) 

9.21 Does the campus' wlitten procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Titl e IV 
funding? 
~ Yes D No D Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
The team reviewed existing homework document s confirming the grading as representative of the 
requirements identified on the syllabi and in the Erickson College catalog. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number and nature of the program? 
(a) Facilities. 
~Ye s 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.24 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructional objectives. 
~Yes 0No 
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(c) The selection and use of appropriate and current learning materials. 
~ Yes 0 No 
(d) Appropriate modes of instructional delivery. 
~ Yes 0 No 
(e) The use of appropriate assessment strategies. 
~Yes 0N o 
(f) The use of appropri ate experiences. 
~ Yes 0 No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE'S , 
AND BACHELOR'S DEGREES ONLY 

9.26 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropri ate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.27 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0 No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, BACHELOR 'S AND MASTER'S 
DEGREES ONLY 

9.28 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
~ Yes 0No 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER 'S, DEGREES ONLY 

9.29 Are teaching loads reasonable? 
~ Yes 0 No 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

9.37 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earned over a period of four semesters, six quarters, or the equivalent? 
~ Yes 0 No 

9.38 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration? 
~ Yes 0 No 

9.39 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
~ Yes 0 No 
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9.40 Is emo llment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not Applicable (no students in the second year) 

9.41 Are the second-year courses based upon appropria te first-year prerequisites? 
~ Yes D No D No t applicable 

FOR BACHELOR 'S DEGREES ONLY 

9.42 Is the number of hours required to comp lete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or the equ ivalent? 
r:g} Yes D No 

9.43 Is there a minimu m of 60 semes ter hours, 90 quarter hours, or their equivale nt in courses within the area 
of concentration? 
r:g) Yes D No 

9.44 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No r:g} Not Applicable (institution offers all four years of the degree) 

9.45 Does the curriculum quantitatively and qualitatively approx imate the standards at other co llegiate 
instituti ons offering the same degree? 
r:g} Yes D No 

9.46 Is enrollment in the third and fourth years of the bachelor 's program suffic ient to support regularly 
scheduled classes and laboratory work? 
r:g) Yes D No D Not Applicable (no students in the third and fourth years) 

9.47 Are the third- and fourth-year courses based upon appropriate prerequisites? 
~Yes 0No 

GENERAL COMMENTS: 
he programs are well-conceived, directed, and taught. 

COMMEND A TIO NS: 
his is a well-run campus with competent, caring faculty, administration, and staff, who areall dedicated to the 

single goal of student success. 

9. PROGRAM EVALUATION 

~ cademic Associates Degree in Information Technology 
Bachelor's De ree in Information Technology 

FOR ALL PROGRAMS 

9.01 Is licensure, certificat ion or registration required to practice in the specific career field? 
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0Yes [gl No (Skip to question 9.02) 

9.02 Who is assigned to administer the academic program( s), and what are this person 's q_ualifications? 
Mr. Leron Witherspoon is the program chair for information technology . As previou sly noted, Mr. 
Witherspoon holds a BFA from Florida State University and his experiential qualifications include 
working as an instructor and as chairman of the film department and pro gram chair for Erick son Colle ge. 

Mr. Robert Dryer is the assigned lead instructor for the information technology program. Mr . Dryer holds 
an associate's degree in business admini stration from Orange County Community College, a bachelor's 
degree in business admini stration from Syracu se University , and an MBA from Fordham Univer sity. In 
addition, Mr. Daly holds the following industry certifications: System Administrator Microso ft Window s 
Server 2003, Microsoft Certified Professional (MCP) Window s 2000 Work station , Microsoft Window s 
Server 2012, CompTIA Security+ , Network+ and A+. 

9.03 Does this individual possess appropri ate academic or experiential qualifications? 
[gl Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program (s)? 
[gl Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[gl Yes D No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed- the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :S 1 year in 
length)? 
[gl Yes D No D Not Applicable (Additional Location Inclusion only) 
(b) Student placement rate of 70 percent? 
D Yes [gl No D Not Applicable (Additional Location Inclusion only) 

The 2013 CAR lists the placement rate for the associate's in Information Technology program at 57 
percent. Since the number of graduat es reported in the 20 13 CAR in this program is less than 10, an 
improvement plan in the CEP is not required. 

9.07 List the comm unity resources and describe how they are utilized to enrich the program(s). 
These programs utilize a Program Advisory Committee (PAC) composed of local industry profess ionals 
that provid e recommendations and feedback on the needs of local industry. The PAC meets annually. 
Documenta tion shows there was a PAC meeting last held on July 26, 2013 where discussion centere d on 
facilitating student employment. In addition, the team was provided documentation for guest speakers, a 
part of the campuses ongoing Brown Bag Lun ch Speaker Series. These speakers have covered topics that 
include business networking, entrepreneurship, use of social media in a business startup and other similar 
topics. 
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9.08 Is the utilization of community resources sufficient to enrich the program? 
~Yes 0No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes 0No 

9.10 For programs that include practica, extemships, or internships , does the institution have a written and 
mutually signed agreement that outlines the arrangement between the institution and the practicum site, 
including specific learning objectives, course requireme nts, and evaluation criteria? 
D Yes D No ~ Not Applicable (these elements are not patt of the program or no student is 
at the point of needing them) 

9 .11 Does the program use independent studies? 
~ Yes D No (Skip to question 9.13) 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards 
~Yes 0No 

9 .13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

9.14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~Yes 0No 

9.15 Is an appropriately detailed syllabus on file for each course that includes: 
(a) Title and course descriptions 
~Yes 0No 
(b) Course numbers 
~Ye s 0No 
(c) Course prerequisites and/or corequisites 
~Yes 0No 
(d) Instructional contact hours/credits 
~Yes 0No 
(e) Learning objectives 
~Yes 0No 
(f) Instructional materials and references 
~Yes 0No 
(g) Topical outline of the course 
~Yes 0No 
(h) Instructional methods 
~Ye s 0No 
(i) Assessment criteria 
~Yes 0No 
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(j) Method of evaluating students 
~ Yes 0 No 
(k) Date the syllabus was last reviewed 
~ Yes 0 No 

For Title IV participant campuses that have lecture courses in credit hour program s or clock-to-credit 
hour program s only: 
(1) Out-of-class work ass ignments that support the learning objectives for the course 
~ Yes D No D Not Appli cable (Additional Location Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on compl etion of the 
work assignm ents 
~ Yes D No D Not Applicable (Additional Location Inclusion OR clock hour program) 

9. 16 Do students confir m that they receive a course syllabus and that it is foll owed? 
~ Yes 0No 

9. 17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

9.18 Was the team able to verify the backup documen tation to support the placeme nt rate for the program (s) as 
reported on the last Campus Acco untability Report submitted to the Coun cil? 
~ Yes D No D Not Applicable (there have been no graduates) 

How many calls to emJ?.!2yers or graduates were attempted? 
The followin g numb ers of call s were made to emplo yers or gradu ates for the following programs: 
Academic associate's degree program in Inform ation Technology : 4 
Bachelor 's degree rogram in Inform ation Technology: 4 

How many calls to employers or graduates were success ful? 
Academic associate's degree program in Informati on Technology : 1 
Bachelor's degree rogram in Inform ation Technolo gy: 2 

How many of the success ful contac ts confirme d the employme nt of the graduate as reported on the CAR? 
Please explain any discrepancy between the numb er of success ful contacts and confirm ations. 
All of the successful contacts confirmed em loyment of the gradu ates as re orted on the 2013 CAR. 

9 .19 Was documenta tion on file to verify graduates classified on the CAR as "not available for placeme nt"? 
D Yes D No ~ Not Applicable 

FOR NEW GRANTS AND INITIAL GRANTS ONLY 

9.20 Does the campu s part icipate in Title IV financial aid? 
~ Yes D No (Skip to question 9.24) 
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9.21 Does the campus' written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Departmen t of Education for Titl e IV 
funding? 
[8'.i Yes D No D Not Applicable (Clock how-programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
[8'.i Yes D No D Not Applicable (Clock hour programs only) 

If Yes. briefly describe the documentation of evaluation viewed on site. 
The team reviewed instructor gradebooks showing graded out-of-class work assignments in active classes. 

FOR ALL VISITS 

9.23 Are the following appropri ate to adequately support the number and nature of the program? 
(a) Facilities. 
[8'.i Yes D No 
(b) Instructional equipment. 
[8'.i Yes D No 
(c) Resources. 
[8'.i Yes D No 
(d) Personnel. 
[8'.I Yes D No 

9.24 Are the following elements appropri ately incorporated into the instructional components of the program? 
(a) Systematic planning. 
[8'.I Yes D No 
(b) We ll-defined instructional objectives . 
[8'.i Yes D No 
(c) The selection and use of appropriate and current learning materials. 
[8'.i Yes D No 
(d) Appropriate modes of instructional delivery. 
[8'.i Yes D No 
(e) The use of appropria te assessment strategies. 
[8'.I Yes 0No 
(f) The use of appropri ate experiences. 
[8'.i Yes D No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.26 Do the faculty members' qualifications meet the minim um requiremen ts outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropri ate to the subject matter 
they teach and the leve l of the credential awarded? 
[8J Yes D No 
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9.27 Is the size of the faculty appropr iate to the total student enrollment? 
!SI Yes O No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, BACHELOR 'S AND MASTER'S 
DEGREES ONLY 

9.28 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continu ity of 
development for the progra m? 
!SI Yes ONo 

FOR ACAD EMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER'S, DEGREES ONLY 

9.29 Are teaching loads reasonable? 
!SI Yes ONo 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

9.37 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earned over a period of four semesters, six quarters, or the equivalent? 
!SI Yes O No 

9.38 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentrati on? 
!SI Yes O No 

9.39 Does the curriculum quantitatively and qualitatively approxim ate the standards at other co llegiate 
instituti ons offering the same degree? 
!SI Yes O No 

9.40 Is enrollment in the second academic year of the two-year pro gram sufficient to support regularly 
scheduled classes? 
ISi Yes D No D Not Applicable (no students in the second year) 

9.41 Are the second-year courses based upon appropri ate first-year prerequisites? 
ISi Yes D No D Not appli cable 

FOR BACHELOR'S DEGREES ONLY 

9.42 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or the equivalent? 
ISi Yes D No 

9.43 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
ISi Yes D No 
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9 .44 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No [Z] Not Applicable (institution offers all four years of the degree) 

9.45 Does the cun-iculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
[Z] Yes D No 

9.46 Is enrollment in the third and fourth years of the bachelor's program sufficient to support regularly 
scheduled classes and laboratory work? 
[Z] Yes D No D Not Applicable (no students in the third and fourth years) 

9.47 Are the third- and fourth-year courses based upon appropriate prerequisites? 
[Z] Yes D No 

GENERAL COMMENTS: 
Information technology instructors interviewed by the team indicated that the information technology programs 

would be taught-out by the end of the cun-ent year. 

Students interviewed by the team were pleased with the education they are receiving at the campus. Students were 
complimentary of their instructors and felt they were being well prepared for a career in the information 
technology field. 
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CAMPUS ADDITION REPORT QUESTIONS 

1. Who has responsibili ty for the administration of the campus addition? Describe the individual' s 
academic credentials and professional experience . 
rv1r. Scott Erickson, campus president , is responsible for the admini stration of the campus addition . As 
previously stated, he has a master 's degree in business admini stration from Texa s A&M University 
and a bachelor 's degree in financial services from Roger William s Univer sity. He brings the camP.u 
over 12 years of experience in propri etary education 

2. What is the distance (i.e. driving or walking distance) between the campus addit ion and the campus that 
has administrative oversight of it? -------------------------------he Tempe campus addition is located at 1425 W. 14th Street in Tempe , Arizona . The campus is less 
~han five miles away and about a five minute drive from the Phoenix campus. 

3. Describe how appropri ate provisions have been made for supervision and monitoring of the campus 
addition by the admini stration of the campus that is administratively responsible for the campus 
addition. 
Courses for two program s are offered at the campus addition, audio produ ction and film and video 
production . Mr. Witherspoon, department chair for both program s maintains his office at the site. 

dditionall y, two faculty member s teach core classes at the Tern e campus addition . 

4. Describe how students at the campus addit ion are provided with access to student services, identifying if 
services are provided at the campus addition or the oversight campus. ----~--------~--~tudent services are accessible to student s at the oversight campus in Phoenix . These include tutorin g, 
mancial aid, career services , library and other services documented in the student relations report. A 

career services staff member is available to students in the Tempe location each day for dedicated hours. 
he campus has a shuttle available to students who prefer not to drive between the two campuses. The 

shuttl e can be requested via call or text. The campus addition does not currently have a learnin g resource 
center, but the faculty has initiated lans to develop_a mini library to encourage the further use of librar 
resources in core courses. 

5. List the staff members employed only at the campus addition, if applicable. 
here are no staff members em Joyed only at the cam us addition . 

here is one department head at the campus addition , Mr . Withernspoon , information technolo gy chair 
and two faculty members, Mr. Sam Kettering and Ms. Erykah Simmon s. 

6. Describe how students are informed, during the recruitment and enrollment process , that they will be 
attending classes at the campus addition location . Are full programs offered at the addition or only 
courses? Please specify. 
Student s were informed at enrollment that some of their courses would be taken at the Tempe campus 
nd this information is included on the signed enrollm ent agreement. There are no full rograms offered 
t the addition. 

7. Cite evidence that the campus addition employs a sufficient number of faculty members for the numb er 
of courses offered and the size of the student eo,e_ulation. 

he cam us addition delivers only core classes for the two aforementioned programs. The three 
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previously mentioned faculty cover courses with an average class size of about 5 students. All of the 
raculty are qualified in their field and equipped to manage the spe cialized equipment on site. 

8. List the instructional e ui ment available for faculty and student usage at the cam us addition. 
he campus has, within its classrooms, theaters and studios, a sufficient selection of equipment 

~ eluding: desktops, copiers, printers, Vicon MX40+ Motion Capture Cameras, Aruba Wireless, Access 
!Points, Portable Whisper Recording Booths, Light s, Misc. Batteries, Video Cameras, Stands, Film 
Cameras, Tripod s, Video Monitor s, Doll y, Video , Decks, Studio Control Center , Grip Carts, Equator 5" 
nd 10" Monitor, PA System -A udio Program , Film and Video Upgrades (batteries, lenses), overhead 

projectors, audio uipment and accessories. 

9. Describe the physical facility. Does it appear to be adequate and appropr iate to support the educational 
programs offered and the current emollment at the campus addition? 

he team was able to verify that the building is compri sed of six classrooms, a theatre, film stage, live 
production stage, a large green screen, studio with mixing boards, faculty and staff lounge, faculty staff 

orkspace area, and a student lounge. The 100+ seat theater allows for student work to be presented and 
reviewed along with film history classes and general assemblies. The team found that the facility is 
dequate and appropri ate to Sl!_Pport the education programs courses offered and the current enrollment. 

10. Describe how the campus addition is referenced in all advertising, including the catalog of the oversight 
campus. 

he campus is in teach out and is not doing external adverti sing to perspective students. The campu~ 
ebsite does list the address of the campus addition as does the enrollment agreement signed by all 

current students. The catalog lists the cam us addition in the addendum. 
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Summary 

ACICS INITIAL, REEVALUATION, OR ADDITIONAL LOCATION INCLUSION REPORT 

Insert a page break for the summary page. The 
summary page should start on a separate page. 

Based OR the team's review, the camp1:1s has no areas of HOR comp liance. 

The camp us is not in compliance with the Accreditation Criteria in the following areas: 

# Section Summary 

Page 55 of 56 

Delete the non-applicable 
option. 

1. 3-1-543 and Glossary Th ere is no evidence of professional growth activit ies for five faculty 
members (page 20). 

f Section should be bold t List page numbers after each citation on the summary page. 
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recommendations are to be compiled, organized, given appropriate 
headers, and included at the end of the report. 

RECOMMENDATION~ 
Any recommendation(s) provided in this report are not included in the report seen by the Council: 

iEducational Activities 

Page 56 of 56 

With regard to the closing of the school in approxima tely two years, the faculty should make a concerted effort to 
continue to maintain the energy and effort to have guest s eakers and field tri s to heighten the students' 
educational experience. 



SAMPLE INTRODUCTION SECTIONS 

INTRODUCTION 

The team found it difficu lt to track the genes is of what is cunently The Br yman School of Arizona 
camp us using the materia ls prov ided and discuss ions with camp us admin istra tion. Th e school was in the 
process of a change of ownersh ip at the time of the visit, and the change of ownership visit was completed 
during the new grant visit. Th e current sta tement of ow nership, included on page 4 of the catalog 
pub lished Septemb er 24, 20 12, two days before the start of the visit, reads as follows: 

The Bryma n School of Arizona, Pho enix , Arizona, is owned and contro lled by High-Tech 
Institute, Inc. (HT I), which is a wholly ow ned subsidia ry of High-Tech Insti tute Holdin gs, Inc . 
(HTIH), which is in tum a wholly owned subsidiary of Education Training Corporation (ETC). 
ETC is a wholly ow ned subsidiary of FCC Holdin g, Inc . (FCC) . 

The campus current ly conducts operat ions in a single -story buildin g located in northwest Pho enix, just off 
Intersta te Highway 17. 

As shown in the table on the preced ing page, the school cuffe ntly has a total of 457 students enrolled in 
six diploma and six acade mk associate's degree programs in allied heal th areas . Approxima tely 71 % of 
the enrollment (323/457) is in diploma programs and 29% (134/457) in the associate's degree program s. 
All student s are class ified as full-time; 80% are enrolled as "day" students, 20% are "eveni ng." As 
reported in the table on the preced ing page, more than 50% of the enrollment is in the two Medica l 
Assis tant programs and the two Practical Technologist in Radio logy programs; 31.5% (144/457 
student s) is enrolled in the Medical pro grams and 23% (107/ 457 students) is enrolled in the Radiology 
progra ms. The two Med ical Ass istant progra ms are program matica lly accredited by the Accred iting 
Bureau of Health Educat ion Schools (ABHES) . 

Th e Campu s Effectiveness Plan (CE P), updated after end of the 20 12 CAR period on J une 30, reports 
that approximately 77% of the studen t population is female, 23% male. This male/female ratio is 
consistent with other campuses offering a relatively high concentrat ion of allied health program s. Bas ed 
on information self-reported by student s at the end of July, the ethni c composi tion was roughly 40% 
White , 38% Hispanic , 9% American Indian , 6% Afr ican American, 2% Asian, and 5% Other. 

As prepar ed by Dr. Tom Duff Pag e 1 



INTRODUCTION 
The ITT Technical Institute in Bessemer, Alabama, is one of a network of co-educa tional, non
denominational private postseco ndary educat ional institution s ow ned and operated by ITT 
Educational Services, Inc., (ITT/ES! ) a Delaware corporat ion, headquartered in Carmel, Indiana. 
According to its web site, ITT Technical Institute curren tly has "ove r 130 campuses in 38 states in 
the United States." 

ITT Technical Institut e opened in Birmin gham in April 1994 and began offering an assoc iate of 
appli ed science degree program of study in Electronic s Engineer ing Technology in June 1994 . 
Campus operat ions were moved to the current location in Bessemer , AL, in April 2005. 

As shown in the tab le on the preceding page, at the time of the visit, the campus had a total 
enrollment of 521 studen ts enrolled in 14 different academic associa te' s degree programs and 8 
bachelor's degree programs . Approximately 78% of those enrolled are full-time students, 22% are 
part-time; 78% of the students are classified as evening students, 22% as day students. The campus 
started seven new assoc iate's level programs and three new bachelor's level programs m 
September 201 1 and started an associate's level Nursing program in June 20 12. 

The Campus Effec tiveness Plan (CEP) updated in September 2012, reports that approxima tely 69% 
of the current student population is male, 31 % female. Thi s male/fema le ratio is consiste nt with 
other campuses offer ing a relative ly high concentrat ion of technjcal programs. Based on 
information self-reported by current student s, the ethnic composition is roughly 32% Africa n
American or Black, non-Hispan ic; 28% Caucasian or Whit e, non-Hispanic; and 2% Hispani c. 
Howeve r, about 38% of the stude nts did not disclose ethni city. 

The campus had two programs that did meet student achievemen t requirements for retention during 
the 20 1 l CAR period and three programs that did not meet the placement rate requirement for the 
period. Following is a listing of the programs and the retention and placement rates reported on the 
20 11 CAR: 

Retention Rate Below 62% for 2011 CAR 
Associate's degree in Computer & Electro nics Engineering Tech nology= 59.8% 
Associate's degree in Criminal Justice= 60 .1 % 

Placement Rate Below 58% for 20 11 CAR 
Associate's degree in Comp uter Draf ting and Design = 57.1% 
Bachelor 's degree in Information Systems Security= 30.8% 
Bachel or's degree in Project Man agement = 33 .3% 

The CEP included an appropriate Program Improvement Plan for each of the programs . 

Finally, the team was informed that 112 Besseme r campus students were enro lled in 23 diff erent 
ITT online courses at the time of the visit. All of the courses except for two are general educat ion 
courses . Add itionally, 71. students are enrolled in 20 different hybrid online courses. 
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INTRODUCTION 

There are currently over 35 private career colleges and schools operating at campuses bearing the 
Sanford-Brown name across the United States. Sanford-Brown College is owned by SBE Health South, 
Inc., which is wholly owned by Career Education Corporation (CEC) located in Schaumburg, Illinois. 
The first administrat ion and staff members started at the Sanford-Brown Phoenix campus in July 2009, 
and the first students started taking classes in October 2009. 

As shown in the table above, the Sanford-Brown Phoenix campus currently has 401 students enrolled in 
four diploma and two academic associate's degree programs. Also, as reported above, both the diploma 
Medical Assistant and diploma Pharmacy Technician programs are programmatically accredited; and 
these two programs have just over 81% % (327/401) of the current total enrollme nt- Medical Assistant 
(69%, 278/401) and Pharmacy Technician (12%, 49/401). The CEP indicates that approximately 84% of 
the 2011 CAR student population was female and 16% was male. 

Further, as reported above, the retentio n rates reported on the 2011 CAR for the following three diploma 
programs fell below the student achievement standard required by the Council: Medica l Assistant 
(54.7%), Medical Billing and Coding (20%), and Pharmacy Technician (56.8%). The campus was 
notified by ACICS that it needed to include a Program Improvement Plan (PIP) for the Medical Assistant 
program in the CEP, and complied with the requirement. There were only five graduates from the 
Medical Billing and Coding program; thus, the campus is not required to include a PIP for that program. 
There is no documentation that the campus was notified by ACICS that it did not meet the retention 
achievement standard for the Pharmacy Technician program; thus, there was no PIP included in the CEP 
when the team first reviewed it. However, during the visit, the campus developed an appropriate PIP for 
the Pharmacy Technician program. 

Also, the team feels it is important for readers to know that campus administration informed the team 
there have been a total of 494 graduates to date from the six degree programs offered during the 2012 
CAR period. Of that total, there have been 380 graduates from the Medical Assistant program. 

As prepared by Dr. Tom Duff Page 3 



INTROD UCTION 
Emerging Technologies Institute (ETI) was founded in 1999 and continues today to be wholly owned by Emerging 
Technologies Institute, Inc., a registered business school, incorporated under the laws of the State of New York. The 
two co-founders each have 50% ownership of the corporation. The current ETI executive director/ CEO, Mr. Lyonel 
Coriolan, is one of the co-founders and has been mainly responsible for leading and overseeing the development and 
operations of ETI's education programs and activit ies from the beginning . The corporation operate s one campus in 
Queens County in the New York Ci ty area. As a state-licensed school , ETI mee ts the standards required by Article 
101 of the New York State Education Law and Part 126 of the Regulations of the State Commis s ioner of Education. 

ETI started offering classes in a facility located in the Rego Park area of Queens in March 2001 and moved to its 
curre nt locatio n in the Forest Hi11s area of Queen s in March 201 1. As reported on the previous page, the institute 
currently offers only one program. The program is designed and offered to provide advanced computer skills trainin g 
to be used by individuals working in a busine ss entity or government agency as well as to prepare graduates to sit for 
several vendor certifications. The program enro11s a total 29 students; a11 of them on a part-time bas is. A11 of the 
students are employed on a full-time basis by Verizon Wireless and attend class sessions either on four evenings or 
weekends. About half of the students come to classes Monday -Thursday evenings, and the other half come to classes 
during four sessions on weekends, a sess ion meeting in the morning and afternoon on both Saturday s and Sundays. 

As noted in Section 6 Fac ilities of the report, ETI currently conducts its education al and administrative activities on 
the second floor of an office building that is accessible only by climbin g a set of 25 stairs. There is no elevator or 
other option for physical access to the second floor, and ETI cannot and does not accommodate or serve individuals 
who are unable to climb stairs. The team was informed that since the building was originally occup ied in 1978, prior 
to the American with Disabilities Act, the space on the second floor was grandfa thered to be occupied and used in its 
current state. ETI administration provided the team with two reports from visits by a representative from the New 
York State Edu cation Department, Bureau of Proprietary School Supervision, stating the space was visited, reviewed, 
and found to be acceptable and in compliance with state applicable regulation s. 

Reflect ive of the team's finding ETI operations, activ ities, and its one educational program to be functioning 
efficiently and effectively, reader s of the report that fo11ows wi11 find a number of positive comments about ETI, its 
operations and its administration, staff, and faculty. Given the team found ETI to be in compliance with all areas of 
the Accreditation Criteria, as reported in the SUMMARY section at the end of the report , is further evidence of the 
team's feeling about the competence of the institute 's administration, staff, and faculty as well as its operations 
overall. 

The team recognizes this is unusual for an initial grant visit, and feels it is important to note this is likely related to the 
unique, distinctive, and unusual features of the ETI's operations. The fact there is only one program being offered, the 
total enro11ment of 29 is relat ively low, and the entire enro11ment is the result of an agreement with Verizo n are a11 
factors making it much easier for ETI to monitor all areas of operation s and ensure they are in compliance with the 
Criteria. Addition ally, based on the quality of the records and other materials prepared for the evaluation visit, it 
seems clear to the team that the institut ion benefited greatly from its participation in the ACICS Accreditation 
Workshop and additional advice and counsel provided by staff and others familiar with the Accreditation Criteria 
while preparing for the visit. 

Finally , ETI administration informed the team they are looking to expand their operations and increase enrollment if 
institute is granted accreditat ion by ACICS and is qualified by the U.S. Department of Education regulations to 
part icipate in T itle IV, Student Financial Aid program s. They are aware and recognize this expansion of activities and 
enrollment will likely create a very different organization, requiring additional faculty, staff, equipment, and physical 
space . The expansio n of activities and staff will present ETI administrat ion with additional challe nges in many 
differe nt areas of operat ions. 
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To: 

From: 

Date: 

C: 

Subject: 

Mr. Eduardo, Sama, Campus Director 
Florida Career College 
1749 North Congress Avenue 
Boynton Beach, FL33426 
ID Code 00029287 

Bob Palmatier, Ph.D., Visiting Team Chair 

June 5, 2013 

Mr. Chad Hartman 
Visiting Team Members 

Scheduled Site Visit - June 17-18, 2013 

I am looking forward to chairing the ACICS accreditation team visiting your campus on 
Monday, June 17, 2013 through Tuesday, June 18, 2013. Mr. Chad Hartman has notified you 
of the team membership and schedule for the visit. 

As team chair, I pledge to work with you and your staff with the goal of satisfying all 
accreditation criteria and with the visiting team to complete an outstanding report. We will 
arrive at the campus at 9:00 am on Monday and be prepared to go to work upon arrival. Once 
you show us into the team room and we put our computers at the disposal of your technology 
expert to enable internet and printing capability , we would like a quick tour of the 
facilities. After that, we desire to meet with you and members of your management team for 
introductions and orientation. During that time please share the institution's mission and 
describe the characteristics of your students. As part of the introductions, please identify the 
individuals from whom team members should request academic and financial aid files and 
placement documentation. Also, it will help if you can make tentative plans for meetings in 
which team members can dialogue with both day and evening faculty. It is essential that you 
arrange the meeting or meetings for both day and evening instructors on the first day of the 
visit. These meetings are limited to adjunct and full-time instructors, excluding those who also 
have management and program supervisory duties. Team members will arrange times to 
meet individually with instructional area supervisors and student services managers, once we 
arrive on site. Team members will also visit classes pertinent to their program review areas 
and use this as a time to dialogue with students [they will likely ask the instructor to leave in 
order to facilitate open dialogue]. 

750 First Street, NE. Su ite 980 e washington, DC 20002 - 4223 • t - 202 .336.6780 • I - 202.8 42 .2593 ewww .acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Mr. Edu ardo Sam a 
Jun e 5, 2013 
Page 2 of 2 

I am sure that you have downloaded all of the information concerning the visit procedures and 
have arranged, to have available, all of the materials expected to be in the team room. In 
order to enable a quick start of our file review, it will be helpful if you can have an extra copy of 
the list of students who were present at the campus during the most recent CAR period [July 1, 
2011 - June 30, 2012]. This list needs to include students' names, program enrollment, current 
status [active, drop, or graduate], start date, and drop or graduation date where appropriate. 
An extra copy of the CAR back-up listing of students will serve well for this purpose. Using the 
extra copy of this list, the team will select and mark a sample of academic and financial aid 
files. If files do not include the most recent unofficial transcript and financial ledger, please be 
prepared to have those printed and inserted in the files selected before they are given to the 
team. 

During the visit, the ACICS coordinator and I will meet with you at least twice per day to keep 
you posted on concerns and additional materials we may need. The goal is to give you time to 
respond to potential deficiencies such that they may be taken care of while the team is on 
campus, so they will not become citations in the final report. In our first such meeting, 
probably shortly after lunch on the first day, we can identify who you might want to include 
[most often only the campus director, campus compliance officer (where that position exists), 
and corporate representative participate in that initial meeting]. Depending upon the issues 
which arise and your preferences, you may choose to include other individuals in later 
meetings. To keep communication clear and open, we should agree that , at these meetings, 
the ACICS coordinator and I will state specific concerns , and with you determine the needed 
information and/or actions, and set deadlines for those responses. At anytime questions arise, 
please feel free to address questions to the coordinator and/or to me. 

I look forward to receiving, via email, the self study, update report, Faculty and Staff Lists, 
CEP, and campus catalog. Hopefully, all of the team members will also received this material. 
If any of this information is confusing or you have any questions prior to our arrival, please 
contact me via email or cell phone. You have contact information for me in the visit memo and 
below. I am anxious to assist in any way that will increase the ease of work completion and 
productivity of the visit. 

Bob Palmatier, Ph.D. 
Retired former Academic Dean and Campus President 
Bobpalm203@gmail.com 
(205) 296-4547 =cellphone 



Following is a list of topics/areas I'd like to visit about when we connect for a pre-visit call. 
Please feel free to add things to the list and bring them up when we talk. Thanks. 

1. Any studen ts from the campus currently enrolled in any online courses? If yes, will need more info 

2. Any studen ts currently registered for independent/directed study? How many independen t study cases 
in TERM? Will need to see some files. 

3. Also files with info documenting the rationale for granting transfer credit, credit for "previous 
experie nce," credit "by examinatio n" or "advanced placement," etc. How many for 2012? 

4. For any programs with required extemship/intemships we'll need info for current term for each 
program. You probably have a document with this info. 
• Header= #/title (e.g. MA285, XR297, etc) and name of instructor/coordinator 
• then list each student followed by site info (name&address of site, name&phone # of site 

supervisor) 
• team's specialists will probably want to visit a site for each program sometime first day of visit 

5. Not included on ACICS list of documents to be in team work room but will need documentation for 
• campus/prog advisory committee/board meetings; i.e., agendas, minutes , listing of attendees, etc. 
• use of community resources for all programs; i.e. guest speakers, field trips, career fairs, etc 
(e.g; date, names of speakers/places visited, sign-in sheet for students participating, rationale, etc) 

6. Is CEP you'll send the "most recent" - i.e., for/covering the term of the visit? 
• If not, will need to send most recent to CHAIR 

7. Need info on cun-ent fiscal year's non-personnel library budget 
• total budget, amount spent to date, amount spent to date for general categories such as books, 

periodicals, online access, etc. 

8. Need data identifying the number of "2nd year"students for the associate degree programs 
• just the "number" -- based on your definition of 2nd year, maybe 30+ credits? or whatever 
• Need same as for "3rd & 4th year" students for bachelor ' s progs, you decide what's "3rd & 4th 

year" 

9. Will ask you to prepare a folder to be in the team room for each team member that includes : 
• hard copy of catalog and any addenda, supplements, etc. 
• organization chart for the campus 
• a listing of names on org chart with room# of office and phone number for each person 
• a list of the names of individuals assigned direct administrative oversight for each program 
• sheet from your IT guru identifying steps for team to access internet from workroom 
• anything else you feel would help team members 

10. Schedule a time (30-45 minutes) for a general faculty meeting on first day of visit 
• you and instructors decide the best time; i.e., time that will get the "most" instructors to attend 
• try to get some instructors from all "periods" (i.e.; Day & Evening) 

11. Talk about team workroom set up - will need a relatively large space 
• work space for 1.0 team members, internet access, power strips, etc. 

Shared courtesy of Dr. Tom Duff 



• at least two comput er work stations - computer with Word and eac h co nnected to a printer 

12 . Talk about opening sessio n/introd uct ions when we arrive at about 9 am on the first day 

Shared courtesy of Dr. Tom Duff 



Hello, again, Columbia College visit team. 

The purpose of this ema il and the attachments is to try to ensure that everyo ne is aware of 
assignments and generally informed about "things" for our upcoming visit to Columbia College, 
Mon-Wed, next week. Yes, I know, it's "too long," blah, blah -- but read on. 

The first two attachme nts here (Page2.From.School.1 .10 & Prog StartDateGradDates.1.10), 
provide information and data related to the programs we' ll be reviewing at the campus. Perliter's 
Visit Memo identified the "areas " each team member will review and complete a report for. 
Following is a list ing of our assignme nts using the program template number and title we'll be 
comp leting- and identify ing the spec ific program titles for each of the program spec ialists . 

1-3 Mission, Organization & Administration - Duff 
4 Relations with Students-Michelle 
5 Educational Act ivities-D avid 
6 Facilities - Duff 
7 Publi cations - Perliter 
8 Library--Paul 
9 Program Evaluations 

• Business Administration (associate's) - Bill 
• Computer Science (associate's) - Bill 
• Cosmetology (cert ificate & associate's)-Rita (in one report) 
• Culinary (associate's}-Paul 
• Dental Lab Tech (certificate & associate's) - Ruthie (in one report) 
• Massage Therapy ( cert ificate )--Tracee 
• Technical Business & English AND 

Teach ing English for Early Ch ildho od (assoc iate's) -Imr an (in one report) 
12 English as a Second Language (certificate) - Imran (special template "12") 

We'll talk abo ut things at our 6:30 pm meeting in the hotel on Sunday evening, but following are 
some things I learned from reviewing the materials and talking with the VP/academ ic dean: 

• The ESL program with 289 of the total of 363 students, enrolls about 80% of the students 
• As shown on the Page 2 table, the only other programs with more than 10 studen ts are 
Business Admi nistrat ion with 25 and Massage Therapy with 15 
• As expected for an ESL school, most of the students are international or U.S. 
citizens/residents born in foreign cou ntries 
• Most of the students are Asia n and Hispanic/Latino; fema le/male rat io is abo ut 54/46% 
• The start dates and number of 2013 CAR grads for each program are shown on the table in 
the second attachme nt. Except for the 39 grads from Massage Therapy cert program, there are 
very few grads - so the numb er of placement calls sho uld be manageab le 
• NOTE: There is no placement involved in ESL programs - whew! given the 127 grads 
• Most of the offerings at the two campus addi tion s are ESL courses, so Imran will probably 
need to go to both of those locatio ns. There are a few Massage courses at Silver Spring, 
Tracee. 
• All of the Cosmetology courses, equipment, labs , etc are at the Centreville location , so Rita 
will be hanging out there for a good bit of the time 



• There is no use of independent study or internship /ex ternship for any programs 
• In addition to many ESL classes, there is at least one Business , Computer Science, and 
Massage class scheduled that the specialists can visit on Monday eve 
• The class schedule we received lists class meetings by day/start times. I've asked the school 
to also do the schedule sorted by course designator /# and by faculty last name and to have 
those schedules for each team member-may help in sorting things out? 
• A general faculty meeting is scheduled for 12:45 on Tuesday at the main campu s. 

You can check the first two attachments to find info/data related to the programs we'll be 
reviewing. There are some caveats related to the programs that we ' ll talk about at our pre-visit 
meeting. Placement calls will be based on # of grads reported for the 2013 CAR. 

As you have probably noticed, there are three "more" files attached-OMG, huh?? The third 
file- General.Info.for. Team.Mb rs- is a document with information intended to help us as we do 
our review. I've also attached the files with the two report writing guides to be followed when 
preparing narrative comments on reports. If you don 't already have a printed copy of these, you 
should probably print one to use while preparing your report (s) next week. 

As mentioned previously , I'll also be sending each of you an email with the "customized" 
template( s) you are to use for completing your report section(s) for the Columbia College visit , 
hopefully by noon today. As you' ll see , deleting the questions/items not applicable for the 
programs offered here removes a good bit of the content of the Section 9 Program Evaluation 
forms. The tweaks are much less for the other Sections--4, 5 & 8. Please keep the file names as 
they are-this will help yours truly and Perliter to keep things organized more easily. Thank s. 

I'm likely missing some things here , but nothing we can't cover/handle when we get together at 
6:30 pm in the hotel lobby on Sunday evening for our pre-vi sit meeting. As is always true, please 
review the materials from the school and be ready to share observations and/or ask question s 
related to the visit during our meeting. 

I "think" everyone has sent info re your travel plans- Thanks. I'm scheduled to arrive at DCA 
from Minneapolis on Delta flight #1764 about l :45 on Sunday and would gladly try to connect 
with anyone else arriving within about a half hour of that time to catch a cab to the hotel. Just let 
me know if your arrival time is near mine , and you want to try to connect. 

Thank s much for putting up with all the "word s"; hopefully , the commu nications will have 
everyone better prepared for things once we get to the camp us. 

Please email or call if you have any question s about any of the above or anything in the 
attachments . 

Tom Duff 
218.349.5986 



Dear ACICS Team Members: Tonya, Al , Bill, Jared, Georgia, Kim & Claudia: 

Just a note to let you know that I am looking forward to workin g with you on the ACICS re
evaluation visit at the ABC Institute of Business & Medical Careers, in Billings, Montana, 
schedu led for Monday - Tuesday, October 17-18, 2011. 

You sho uld receive a CD-rom or flash drive of the Self-Study, Update Report, and 
catalog between now and Friday, October 7, 2011. 

Claudia is doing great job , as usual, keeping us inform ed regarding the visit. 
We have scheduled the team meeting for 6:00 P.M. on Sunday evening in the hotel lobby . 

Upon receipt of the materials, I will forward you a copy of our introductory letter to Mr. Randall, 
camp us director. 

Here is the gweb site: 

http ://www . ibmc. ed u/Cheyenne W yarning. asp 

I look forward to seeing you again on Sunday evening, October 16; at the Springhill Suites in 
Cheyenne to be followed by dinner. 
Some of us will meet up with Claudia in Denver and then to Cheyenne. 

Please acknowledge your scheduled arrival times. 

Ed Krissler 



Good afternoon! 
I hope everyone is having a good week and preparing for our trip to Morrow, Georgia! Last Thursday, 
you should have received an email from Remmy ldaewor at Pacific Institute of Technology with the visit 
materials. If you did not receive this, please let me know. If you did receive it but have noticed a few 
issues, I would appreciate you sharing this with me as well. I wi ll be speaking with him tomorrow in 
preparation for our visit . 

If you encounter any issue while traveling, please do not hesitate to contact me via phone call, text, or 
email. As a reminder, we will have our team meeting at 6:30pm on Tuesday evening in the hotel lobby. 
Don't forget to download the most recent Evaluation Report Template and bring a hard copy with you as 
well. I'll also be forwarding an emai l sent out last month regarding guidelines for our report wri t ing. 

Safe trave ls and please let me know of any questions! 

Wyman Dickey 
wd ickey@for t iscollege.edu 

~b)(6) !cell 



Hello from Minn esota! 

Thanks much for your willingness to share your time and expertise while we conduct the visit to the 
Anamarc College East Campus in El Paso, Mon & Tues, Sept 17 & 18. Everyone at the campus and 
ACICS appreciate s your cont ribution to this important part of the accreditation process. 

A special thanks to Melonie (coordinator ) for pulling the team together, taking care of the logistics for the 
visit, and communicating all the info to us in such a timely way. (if it's "timely" - which isn't always the 
case??) 

At this point it's important that you please take a minute ASAP to zip back an email reply to me 
and Melonie confirming that you've received the Visit Memo from her and planning to come to El 
Paso to do the visit on Sept 17 & 18. Also, If you have questions abo ut reviewing the area(s) and 
prepar ing the report for the section (s) identified in the visit memo Melonie sent, please let us know that in 
your email reply. 

In addition to Melonie, I know and have worked with Melba before. However, Tenishia, Titi , and 
Shannon, I don't "thi nk" I've worked with you previously; but notice I' ve hedged that with a "think " cuz 
I'v e done lots of visits the past few years ... and senility is setti ng in . I' 11 probably send a quick email to 
the three of you briefly sharing some of my background info and requesting you rec iproc ate in a brief 
reply . 

.I'll be communicat ing with all of you again with more spec ific info about thing s prior to the visit dates . 
I' 11 try to wait to do that until after we rece ive the materia ls from the schoo l and I've had a chance to have 
a phone chat with the campus CEO. You should get my next ema il somet ime during the week before the 
star t of the visit, but it always depends on how thin gs roll out that week before the visit. 

There are a coup le of things that may be helpful for you to know in case I don't get a com muni cat ion out 
until a few days after we get the school materi als. First, I'll be sure there is a hardcopy of the current 
school catalog ava ilable for eac h of us in the team workroo m onsite when we arr ive. I mention this so you 
can decide what, if anything, you want to print from the cata log fi le prior to the visit. Second, I'll be 
working with the school CEO to get the final report "page 2" program summary table as well as some 
other program data/info comp leted so I can get that to you prior to the visit, but it may not be ava ilable 
until our pre-vis it meeting . Thi s will provid e you with data such as the cun-ent enrollm ent numb ers, 
retentio n and placement rates for the past two years, and number of grad uates for the past two years for 
each program. 

(The.following is a "Du,ff" procedure; most chairs don't do this) 
I' 11 also be sending you the template(s) I want you to use to comp lete your report(s) during the visit. The 
revised temp lates (VER Sept 1, 2012) are ava ilable in the "Evaluator " sec tion on the ACICS website. You 
can certainly go there and download a template for your section(s) if you wish to look at it before I send 
what I want you to use . However, I'll be sending each of you temp lates "c ustomize d" to the leve l of 
visit/program we'll be doing - which should make things easier for yo u, and I "know" it will make it 
easier for me as I pull the various sections together for the final report after we leave campus. As I' ve 
told others, I apologize (just a bit though!) for being "anal" about this. Howeve r, I definite ly want you to 
use the temp late(s) I' II send you prior to the visit. 

OK, enoug h for now--pro bably "more than you wanted to know," in fact, right? As noted, I'll be back 
with another communication prior to our connec ting in El Pa so for the pre-visit meeting and the visit 
itself. I look forward to gett ing your reply confirmin g your participation in the visit. 



If you have any questions about anything included above or re lated to the visit generally that you think I 
can help with, please let me know via email or a call .... or check in with Melonie to get the "rea l scoop.". 

Tom Duff 
ACICS Visit Chair 
218.349.5986 



ABC 
BILLINGS, MT 

ACICS PEER REVIEW 
PRE-VISIT MEETING AGENDA 

October 16, 2014------------------6:00 PM 

Introduction of each team member and team assignments academic/experiential background, 
ACICS experience. Purpose of this visit-Reevaluation. 
Review institution's application, Update Report, and TEAM ASSIGNMENTS: 

A. Dr. Al Morrow: Relations with Students 
B. Ms. Tanya Cummings: Educational Activities & Library Specialist 
C. Ms. Sandra Wright: Medical Assisting/Billing & Coding Specialist 
D. Mr. Jared Chrudimsky: Massage Specialist 
E. Dr. William McPherson: Administrative Assistant Specialist 
F. Ms. Kim Mears: Pharmacy Tech/Paralegal Specialist 
G Ms. Sarah Giannakopoulos: Publications & Liaison to ACICS office 

• ACICS Criteria and Procedures (version or latest version): 
• Make sure you have the latest version of the Templates 
• Utilize the Report Writing Guidelines 
• All written responses must be stated in complete sentences 
• Recommendations will be relocated to the end of the report; they will not go to the 

Council, only to the institution. 
• Please observe that all areas of noncompliance ( any NO' s) must be reported to the chair 

and ACICS staff representative to be shared with the institution's campus director. The 
institution will be provided with reasonable time to respond to the team's concerns before 
it is classified as an area of noncompliance in the team report. 

• All extern visits and placement calls should be conducted during the first day of the visit. 
1. Please refer to Writing guidelines 2013 for (3 questions): How many calls were 

attempted? 
2. How many calls were successful? 
3. Of the successful calls, how many employers affirmed that the grad was 

employed? 
• Confirm "not available for placement" Continuing Ed & Health Related? 

If responses for questions 2 and 3 don't coincide, this is an area of noncompliance 

Questions or comments 



Day 1: OCTOBER 17, 2014 Agenda 
DEPARTURE FROM HOTEL TO CAMPUS AT 8:40AM 

1. Tour of the facilities 
2. Team meeting with the institution: introductions of both parties; brief comments of our 

role at the institution. 
3. Lunch menu before anyone leaves the team room. 
4. Individual responsibilities 
5. Faculty meeting at 12:00 PM 
6. Second team meeting at lunch time-12:30 PM--potential areas of noncompliance 
7. Continue with individu al work; Chair and ACICS Staff will inform the institution of the 

areas of concern 
8. Third team meeting at approximately 4:00 PM Check status of work progress and 

potential areas of noncompliance 
9. Second faculty meeting at 5:00 PM 
IO.Between 5:00 PM and 5:30 P.M. the Chair and .the ACICS Staff will meet with the 

institution 
11.Evening Session: visit classroom speak with faculty and students 
12.Approximately 6:30 PM the team will depart from the institution to the restaurant. Team 

concerns will be discussed during dinner. Remind team about checking out and bringing 
luggage. 

Day 2: OCTOBER 18, 2014 Agenda 
DEPARTURE FROM HOTEL TO CAMPUS AT 8:30 A.M. 

1. Brief team meeting before the meeting with the institution 
2. REQUEST INFORMATION PENDING 
3. Lunch menu before you leave the team room. 
4. Individual responsibilities: WRITING THE REPORT-- Utilize Report Writing Guidelines 2013 and 

remember to write in complete sentences: "The student/teacher ratio is 12: 1." 
5. Remember the people you write about all have titles: Mr. Dr. Ms. Rev. Chef.. ... That's it. 
6. Remind new evaluators to check in the Box. 
7. DETERMINE THE TIME TO BEGIN THE READ THROUGH PROCESS 
8. Second Team meeting at lunch time: READ THROUGH or later 
9. Determine the time of the Exit Interview with the institution. 
10. First time evaluators--Expense reimbursement procedures via Concur- Sarah 
11. Everybody should evaluate everybody. Sarah is required to evaluate each of us. 
12. Exit Interview and depart from institution to airport or hotel 

13. Online follow-up evaluations for campus include fellow evaluators as question #6. 



ACICS Team Chair Training 
i\\ovember 15, 2013 

~/ - -~ · - '\. 

Introductions: 

Ms. Perliter Walters-Gilliam 
Senior Manager. Quality Enhancement 

Mr. Edl!ar Krissler 
ACIC'!l'Team Chair 

Participant introdvctions 

INTRODUCTION 

??? 
? 

What are your impressions of the chair role? 

1 



Training Objectives 

• Gain an understanding of the cha ir's role 

• Understand the scope of t he chair's 
responsibi lities 

• Learn how to evaluate/review the campus 
effect iveness plan 

Understanding the Role 

What do you think are the PRIMARY functions of the 
evaluation team? 

To verify information in the institution's self-study. 

To report a ll facts observed during the vis it as to how 
the institution is accomplishing its stated mission, or 
failing to do so, in comp liance with the criteria. 

Understanding the Role 

What do you think is the PRIMARY role of the team 
chair? 

Ensure team members conduct visit activ it ies in 
compl iance with Council expectat ions. 
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Skills & Knowledge 

Qualitat ive Skills 

1. Facilitation and engagement 

2. Strong leadersh ip skil ls 

3. Commun icat ion 

4. Organizat iona l skil ls 

5. Interpersonal skil ls 

Knowledge 

1. Criteria 

2. Institutiona l Effectiveness & 
Management 

3 . Peer review process 

The Chair's Responsibilities 

Role ofTeam Chair 

• Leader 

- Manage team on-site 

- Set example of fair and unbiased decision making 

- Work with ACICS staff coord inator 

• Facilitat or 

- Delegate tasks 

- Set deadlines 

- Enable discuss ions 
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Leading the Team 

• Relationsh ip with Team 
- Contact prior to visit 

- Set goals earty and ofte n 

- Foster team uni ty through a collec tive goal and collaborat ive 
atrnude 

- Keep team focused and on task 

CORE Elements of Facllltatlon 

□ Contact campus director prior to visit 

0 Ex.plain purpose of visit in Introductions 

0 Set a collaborative tone during discussions 

D Commun icate clearty and set realistic deadlines 

0 Use Criteria and coordinator as a resource during discussions 

Responsibilities: Before the Visit 

Communication with the Institution 

Required : email and fol low up phone call 

Dialogue should be with on-site admi nistrator - not 
corporate representative 

Establ ish profess ional rapport 
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Responslbllltles: Before the Visit 

Communication with t he team 

- Discuss/ confirm with ACICS staff each tea m 
member's report assignment - all act ive programs 
must have an assigned evaluator 

Team emai l (after team memo or one week before visit) 

- Confirm pre-visit team meeting t ime/ location 

Responslbllltles: Before the Visit 

The Pre-Visit Meeting 
Required - irrespective of team members' experience. 

Introduction of tea m members 

- Follow outl ine (provided by Ed) 

Explain purpose of the visit and review inst itution's 
appl ication, update report 

Review visit schedu le and discuss any areas of concern 

Reiterate ACICS visit expectations (professionalis m, 
atti re, etc.) 

Discuss format and structu re of opening session 

- Defer to ACICS staff for any updates (ASK them) 

Responsibilities: During the Visit 

First Day of Visit 
Tour campus faci lities 
Lead open ing meet ing with campus leadersh ip 

Conduct Introductions 
- School administration and full team 

Describe purpose of visit 
Provide brief out line of schedu le 
Describe visit structure including exit interv iew 

Ask ques tions based on se lf-study (prepared dur ing 
pre-visit meet ing) 

Invite campus director to briefly orient team to 
inst itutiona l mission, student demographics, etc 
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Responslbllltles: During the Visit 

Fi rst Day of Visit (cont inued> 

• Begin evaluatio n 
Assess room mater ials 

Make requests for files, additiona l documenta tion, etc. 

Conduct interv iew with leadership (generally mid-morn ing) 

Review f iles/ documentat ion/ room mater ials 

• Establish schedule for team (lunch meeting, mid-
af ternoon brief ing, etc.) 

• Lead discussion of f indings with team 

• Review areas of concern with campus administ rator 

• Begin report completion 

Responslbllltles: During the Visit 

Second/ Third Day of Visit 
• Substantiate findings 

• Lead discuss ion with team 

• Assist as needed 

• Lead read-through 

• Review areas of non-compliance with schoo l 
d irector and ACICS staff 

• Obta in copy of comple ted report sect ion(s) on 
flash drives as we ll as hard copy 

• Conduct exit inte rview 

Responsibilities: During the Visit 

Throughout the Visit 
Maintain communicat ion with school directo r 
Advise school directo r (with ACICS staff) of areas of 
concern and areas of non-compliance 
Seek assurance f rom school director that areas of 
non-compliance are clearly understood 
Provide an opportun ity for the institution to resolve 
areas of concern - when appropriate* 
Check with team members through periodic team 
update briefings 
Discuss format for read-through with team 
Guide team discussions to address ACICS 
standards 
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Responslbllltles: During the Visit 

Read-Through 
Begin by iterat ing the value of t he read-through and t he 
need for everyone's undivided attent ion 

• Get a HARD COPY of each sect ion of the report 
Ask each team membe r to read the narrat ion sections 
of t heir report 
Ask for clarificat ion, as neede d, tJefore finalizing each 
evaluato r's report section 

• Assist ACICS staff with ensuring all quest ions on report 
have been answered thorough ly 

• Assist ACICS staff in determining accuracy of areas of 
non-<:ompliance and if citation conta ins suff icient detai l 
DetJrief institut ion following the read-through and 
BEFORE the exit confe rence! 

Responslbllltles: During the Visit 

Exit Conference 
• Thank the school staff for their cooperation 

• Optional - positive rema rks 

• Remind schoo l staff of t he exit conference 
format - no d iscuss ion or debate 

• Read summary of citat ion(s)/Congratulate for 
no citations 

• Request ACICS staff to brief school on 
procedures and processes that follow 

Interview with Campus Leadership 

Schedu le the interv iew so that (s)he can make 
themselves availab le and be prepared. 

Should include ONLY the on-site admin ist rator 
(corporate representatives are not welcome) 

Should focus on 
• Self-study narrative 

• Overall administration and organization 

• Campus Effec tiveness Plan 
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Evaluating the Campus Effectiveness 
Plan (CEP) 

Review should begin BEFORE the visit 

Focus on alignment wit h Sections 3-1-111 - 3 -1-113 of the 
Accreditation Criteria. 

Discussion with CEP coordinato r (usually campus director) 

Generally not "fi xable" onsite 

Evaluatlng the Campus Effectiveness 
Plan (CEP) 

Required elements - minimu m expectations of t he plan 

Retention rate 

Placement rate - at the campus and program levels 

Level o f Employer Satis factio n 

Level of Graduate Satisfaction 

Student Learning Outcomes 

Evaluatio n of the elements 
Data collection - methodology, rationale 

Summa ry and Ana lysis of data 

How is the data go ing to be used 
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Evaluating the Campus Effectiveness 
Plan (CEP) 

Review of backup documentation 
Surveys - graduates (must have actually graduated) and employers 

Retention & Placement data - usually from CAR 

Student Learning Outcomes - as appropriate 

Implementation and monitoring 
Progress repotts 
CEP meeting minutes 

Annual review 
Evidence of annual review 

Evaluating the CEP -
Pre-Training Assignment Review 

• What did you think overal l of the CEP? 

Were the five required elements appropriately 
evaluated? 

elements? 

What about goals? • 

Let's look at the Student Learning Outcomes (SLOI 
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Solving Problems 

Potential problems 

- Travel issues - weather, delays, secur ity threats 

- Schedu ling suff icient t ime for inst itutio n to resolve areas 
of non-compliance 

- Tense relationship with schoo l 

- Tense relat ionship amongst team members 

- Personality conflicts 

- More ........ 

Solving Problems 

The campus director is adaman t about not receiving a 
particular citation. They argue and insist that the team is 
wrong and they should not be cited. 

What would you do? 

Solving Problems 

A member of the team has become disgrunt led after a 
discuss ion involving an area of concern. The team 
member does not resume their tasks and hinders the rest 
of the group because of his/her inter ruptions . 

Wha t would you do? 
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Solving Problems 

The ACICS staff member appears to have an agenda and 

wants to cite the school for an issue that as been deemed 
by the team as corrected. 

What wo uld you do? 

Task Completion 

Determine level of task completion 

- Ask individual mem bers and everyone col lectively at specif ic points 

- Gauge: progress 

Help team members finish t heir work as needed 

- Set example by helping 

- Delegate help 

Remember your role: 
Everyone has a role to play-try to maintain focus on your ro le 

as chair 

AREAS OF CONCERN 

Become citations ii not addressed during visit. 

Should be shared wtth institution TOGETHER WITH ACICS 
staff coordinator 

Necessitate the request and review of additional information. 

Are based on compliance with the Accred itation Criteria, not 
with individual expectations of compliance. 
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Are these Areas of Concern? 

Faculty members shared that they only get paid $250 per course. 

NO 
Faculty development plans have the same activities listed for all 
faculty members. 

YES 
There are no staff evaluations on file. 

YES 
The CEP mentioned a student learning outcome that is not being 
used. 

AREAS OF NON-COMPLIANCE 

Are based on conflict with the Accreditation Criteria 
Must be thoroughly detailed in the report 
Must clearly identify the lack of compliance with the 
Accreditat ion Criteria 

Should only be communicated to the institution by the 
team chair and staff coordinator. 
Must provide information on how the institution can come 
into compliance with the standard 
Must be written in the following formal: 
(Section x-x-xxx): Statement of non-compliance. Details on 
violation of standard based on observati ons, document review, 
and intetviews. [Details on con-ective measure that must be 
taken .) 

Responsibilities: After the Visit 

Post-visit 
Kee p a copy of t he self-s t udy materi als and ca talog 

Format and ed it report pe r ACICS stan dard s 

Email fina l report to ACICS {vjsjtreports@acjcs org\ an d 
staff 

Mainta in a copy of the report t hrough Council 

Complete reimbu rseme nts w ithin 60 days of vis it 

Chair honorarium • $350/visit day 

Complete v is it eva luatio n survey 

Always direct any inst itutional req uests to ACICS and 

inform ACICS staff of con ta ct 
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Chair Report Sections 

D C-Over page, Program Information, and Introduction 

D Section 1: Mission 

0 CampuS/lnstltutlonal Effectiveness Plan 

D Section 2: Organization 

0 Effective and EfficicntAdminisr.rauon 

D Organizationa l integrity 

0 Section 3 : Administration 

D Training of employees 

□ Section 6: Facilities 

The Visit Report 

Audience: 
- Institution's administrat ion 

- ACICS staff 

- Intermediate Review Committee (IRC) 

- Commissioners 

- U.S. Department of Education 

The Visit Report 

• Answer al l questions 

• When answer is "no" indicat ing non
compl iance ... 
- Begin with citation section 

- Write in present tense 

- Write in third person 

- Write conc isely but provide suffic ient details 

- Write for the reader who is not on the vis it 
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EXAMPLE 

A p.rogram specialist determi ned that. Ulrough interviews and/ or surveys with stude nts, 
many are not pleased with the Instr uct ional equ ipme nt off ered in their program. There 
are complaints of the equ ipment being broken and/ or outdat ed. 

What would you, as the chair, recommend? 

Discuss IM'lh 01her program specialists and see ii lheir stu:ienls reported 
the same issue. 

~ Ask. the specialisl to obs.e,ve eQuipment to deterrr.'8 if th& equipment is 
svnleieri1 t0t 1rie p1001am·s ovtcomes. 

What factors could contribute to this area of non-compliance? 

losufficien! 8QUipmtnll 
Oe-11Cienl eQulpmen1 
Laek 01 e\'klenoe 01 repairs 
Need foe Bdditiooal equipment to OOffl)lete the program oti;ecw es 

Example 

The citation write-up: 

(Section 3-1-531(.a}): Instructional OQU.,ment is not sufflciont for the orot,am . Ttwou~ 
i nt.crviews with stl.ldcrits, s t'Udent que$tioru'l3i re ,esPonses bl'ld Cf)$erv..,ti0rl of ltibo«IIOtY 
equlpmenL I™! program does n01 ll aYI!' sumc1en1 instructloo equipmetit co complete tt.e 
l)(Ogam 00ject i11~. Specif ically. tl\et'e was no ·w.teless NetwMI· hafdware availab le tot 
students. suctl as wlrelas,s acoess. l)N'lts, routers. an d lmerfaoe network cards.. The object.Nff. of 
\he P'O.WOm $tOte 1.htit stuOel'lts will recieive treining in order tosc,ek COrnpTIA A• . Net•. l inu~•. 

$«!,lrity-t-. Com-e,~nce•. MOTP. blld Ci$co OCNA <:eMic&-\iQn$. The$e c»t.ific;-.&\iol"I$ h;t!ve $1A1Mg 
'Mrete94 eompooents . tneref«e . 9tllde!"lts l'IE!et:l hal'Kl!I oo 8M'lil'listrative acoess to wirete94 
netWOIJ;lng dmolces. 

(Seotiorl 3-1-601): The ins(roctiof"IOI equipmef"lt is not flPl)fQt)f iOlC Ol"ld does not SfltiSfflctOrily 
contribute 10 t:fle ov«all currlc ulu m objecth'El!I and 9tated m&lon. The cu11ent sorw,-are utllle<I 
across al prog,am.s, MS Oiflce iOOl. Is lmllfflc!Ml: and tllllre Is il'!Con6'stency betweMl U"le 
catal og. ttla marketing and the l 1'6trtutlon·s self,stl,Jltf\litlereln ·stateol the aorr.·· tec hnology Is 
oromoted bu t not in actua l use , The8'01dence preselll.ed it&otf In coo rse 'NP 100, Basia.of\\lon:1 

ProoesslnE, Is requlrett in all pro&J"ams. 

Providing Narrative Responses 

Q. 1.17 Who is respol\Sib le for imp lementing and monitor ing the CEP? Describe 
th is individua l's qual ificat ions. If a committee is util ized please ctescribe the 
committee. 

Mr. Denis Prt ic, p,C$ii:lent. is rC!:$Pof'lsible for i mplemet'ltotion ond mon itoring ot the IEP 1t AU8iH. 
He holds a bacllelor"s Cle,gree In App5e,:I NtS and SCiences from Roc:tlester Institute of Technology. 
He has t>een the llndlridua l most <11racuy arid acti'Yely ln\lllh'ed In leadln.g and managing the 
<k!WIC1')mef'lt of ttle Institution s!f'ICe Its start. 

The pct$i<.lent v.qrk$ with on in~ itUOOl'ltil c ffect ivCl'l<=ss oomm ittce (() develop, ul)l;10te. tin<.I 
monito< tile lEP. Tr.a committee i6 composed of U'le p(esldent,. 11lce1>r~ideflt fo, int«nauooal and 

govem~t retetlom. senltlf adm inis tJaUve registrar. diree1or of rinance. directtlf or hvmain 
resoorees. genetal secretary, di rector of U"le "1stltute for 1eseareh and deVek:1')ment. academic 
coonlmu[O(, and U"le IT semce. The director of institute fOf rcseardl and deVckll)moent is the 
indivi dhJOI l)fill'l&rity lc':,Sf)OJ'ISiblt fo, mMagl!'llf the rewew p,oeess l'lnd l'lil'lkil'II ch&llae,s in tt.e 
COMent of the IEP. 
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Providing Narrative Responses 

Q. 2.09 Who Is responsible for the financia l oversight of the campus , and what 
are this person 's qua lif ications? 

Mr. Prclc 1$ respon$1ble !or the t.\anclal over$1gh! Ol tl'le campus. As s1ated In !he p,·evlo1,1s 
sectio n. he holds a bachel or's degree m AppiedAns and Sciences from Roches te, lns:b1ut e 
o1 Technology , Mich he completed while working and atte rdn g college -- the U.S. for about 
14 years, Mr, Prti c roundedAUBiH in la1e 2005 al1er returning to his home City, Tu lia. Bosria 
and Herzegovina. 

Q. 3.03 Who is the on-site administrato r, and what are this person's qualifica tions? 

As n~ed pe-.-lously, Mr. Denis Prclc is \he p,eSIClent and chlei e>1ecultve Of11cer OI the 
Institution. He holds a bacheb"'s degree In Applled Arts and Sciences from Rochester 
lnstl1U1e ol Technol ogy and founded AUBi.H In la.le 2005 aflet rebJmlng to his home dry. 
Tuzla. He has been the ixiv idual mos.1 directly and actively invoNed in le.adiig and 
managing the de-velOpmen( ot the institution sinoe its statt, 

CITATION vs. RECOMMENDATION 

CITATION: 

• Is a documented area of NON-COMPLIANCE with the 
Accreditation Criteria 

• Requires the institut ion to mak e a change 

RECOMMENDATION: 

Is an area of IMPROVEMENT 
Is offere d as ''extra " and the institution can choose 
not to make t he change 

CHAIR MENTORING PROGRAM 

• Pairing of newly tra ined chairs with chosen 
seasoned chairs 

• Facilitated by chosen staff coordinators 

• Require a two-visit commitment (ent ire 
week) 

• Evaluation conducted on performance 

• Final step in chai r assumption process 
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TRAINING WRAP UP 

• Short IRC Observation Discussion 

• Final Impressions/Quest ions 

In their Own Words 

Do NJt thiP'.k pf ytuts.tlf /ls PX-t1ll·kMWl-:lll-f!J lePdty ; ye-., .fly~ ptm: of p 

tt/l11A. thPt: J$ prepnn~ Ii Y!pi'tt that: U:ln dtttnu.i'v.e ll c.11,~pUS'$ fut:utt 
uxd~.steps. 

~ "'(.{,/ t,,,,, /u ~ 1./,/ ...,,,,, /i,/ ~ ,r ;;,,_. ,,m' t, 
,.,d, ,.,.. 1./,/ I.I, ~,; ,k,.ll ,;t, I.I, k4 ,,_J'4 ~,,, 4,/ 

-r,,:;,; 

Uc -w f-"<t#,M-C.- I ~ k /4- 11.t. ,..;~~t, 'ti.< '4~ 11.t. ,.:.t.:t •-'· A 
,to,-fl---~ · ~ ,~ <!EP "l- d.c • ....a, ~ • ..;;d. ..., ~"""~" .at. ~,,u-.,...., .. ~,.~ .... iot.- "--.:J,JJ,,." i.,"""'"~• -

In their Own Words 

TAO#oNfAly w,4 •• 14 11&4 #110$1 -~,,.,I,"'-• ~Al ~ o,, 1110,4 /o, lt/114 

t•• l,.i ""'4:• Mti-Jl414•• · 

Things have changed : the way teams function, the rote al 
the chair/coordinator, the evaluator lemplates, writing 
guidelines, criteria and more. Those that have been around 
f0< a while are sometimes less reluctant to respond to the 
changes and it can create some angst for a new chair. If 
you (as a new chair) take what you have learned in training 
and couple ii wit h what you "hear" from others (filtered first) 
you will succeed. 

2Z--(;t'J?f71'[)e;rJ tilHf r.h tk tit&,m o/ - .u.-« riW:w-" <Ni«•tow "1>1rlt 

"""'"""'· 
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In their Own Words 

Uow m,el /;.,, !f"' ,pmll,,f,.., • vi,;/ ,m/•fler,,/;(;"J· ')/1• W of ...,,.{J,ut 
ltl(Jl'{/i;L 

&tkt'tl..-u,,,od'-.-. ~..c,.:.-~7-:r1..~..r-.., ... .,,,,;Nl,,.~...t 

--t-..r•~·· - _.,,,.._,._..,....__,"'-I ,u . 

fls k for feed back - your learning curve will be mu ch 
qui,ker and more effec t ive· 
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ACICS 
Accreditation & Institutional Dev Department 

CHAIR OBSERVATION EVALUATION 

Name: 

Institution 

Visit Date: 

Observation 
Staff : 

Leadership 

Found realistic solutions to team concerns 

Acted decis ively; met problems head-on 

Provided necessary resources to the team 

Communication 
Communicated effective ly and clearly with 
the institution, before and during the visit 
Interacted profess ionally and appropr iately 
with the team 
Collaborated with staff throughout the 
process 
Prepared the report with minimal issues 

Management 

Prioritized tasks 

Remained focused on role 

Responded quickly and well to problems 

General Observations: 

Strengths : 

Areas for Improvement: 

NEW CHAIR INFORMATION 

Visit Type 

COMPETENCY ASSESSMENT 

(5) = (4) = Exceeds (3) = Meets (2) = (1) = 
Needs 

Exceptiona l Requiremen ts Requ irements Gets By Work 

□ □ □ □ □ 
□ □ □ □ □ 
□ □ □ □ □ 

□ □ □ □ □ 
□ □ □ □ □ 

□ □ □ □ □ 
□ □ □ □ □ 

□ □ □ □ □ 
□ □ □ □ □ 
□ □ □ □ □ 

NARRATIVE 



TEN CHAIRING TIPS 

1. Upon receipt of the Visit Memo, email ACICS coordinator for camp us director's emai l address. If Visit 
Memo is late, contact ACICS coordinator. Memo should be received at least 2 weeks before visit. 
(Sometimes Visit Memo is directed via email to campus director; consequently, email address is 
available.) 

2. Approx imately two weeks before visit or upon receipt of materials, whichever comes first, e-mail the 
campus director the approved ACICS welcome letter & e-mail the team eva luators a welcome message 
confirming pre-visit team meeting and asking for their aniva l times. (Personalize) 

3. Very Nex t Day telephone the campus director as promised in the ACICS letter. 

TELEPHONE CALL TO CAMPUS DIRECTOR 

Welcome & exchange pleasantries 

Request anything missing in materials and request they be forwarded to entire team. If limited 
time remaining until visit, ask to have missing materials delivered to the team hotel no later than 

3:00 p .m. the day before the visit or electronically sent or both. 

Entire team needs Self-Study & Update Report, 
Program specialists need academic credit analysis, 

Chair needs enrollment by programs and CEP update. 

Ask if update report reflects the enrollment expected on the visit. (Very Important) 

Review the team room---request unencumbered power outlets for each team member, at least one 
computer, & printer with Microsoft Word installed and operable . Internet access in team room if 
possible, but not required. 

Review arrival protocol: Team will proceed to team room to drop off their stuff, and then be 
provided a brief tour of the facility followed by the entrance interview or visa versa (If big team, 
the team should be split in two for the tour.) Inform campus director, he/she may want director of 
education and key staff to participate in entrance interview. 

If needed, request externship visitations be planned first day nearby campus, evening faculty come 
in a little early if they can, & transcripts by program of students in their final term. Most recent 
two CAR's & backup data and placement data by program for program specia lists to verify via 
phone calls. (Not all allied health evaluators incorporate externship visits into their evaluations .) 
Independent Study contracts and community resources documentation should be in team room. 

Inform campus director that you will e-mail confirmation of receipt of materials and should you 
need anything, you will request at that time. Thank director, and emphasize that these items will 
make the visit less stressful for the institution's staff 

4. Prepare pre-visit meeting agenda. Most important item is to review with each evaluator his/her 
assignments. (See model agenda.) (Bring hard copy(s) to meeting.) 

Shared courtesy of Mr. Ed Krissler 



5. Double check number of evaluator s and number of vehicles & drivers (New coordinators may not 
account for luggage.) Be sure vehicles are large enough to include luggage & evaluators after Exit 
Interview to the airport. If seasoned coordinator, this is unnecessary.) 

6. Pre-visit team meeting- Review all items on agenda. If new evaluators, provide them a copy of agenda 
after meeting. Otherwise , just use agenda as a reference. Most important, be sure you have reviewed 
assignments and emphas ize how many reports each program specialist is to evaluate. This is done in 
conjunction with the ACICS coordinator. (The fewer report s, the better for everybody.) 

7. Before departing for camp us, count the evaluators in all vehicles. 
(Be sure not to leave anybody at the hotel.) Have direction s from hotel to institution prepared as backup 
to GPS. On final day of visit, be sure everybody has checked out of hotel and has baggage with them
some evaluators mistakenly check their luggage at hotel.) 

8. After entrance interview, do not permit evaluators to leave the team room until lunch menu is 
completed. Schedule team meeting during lunch to review morning findings. Monitor evaluators who 
do not leave team room. If an evaluator tends to stay in the room, have a little talk. (We do not need to 
visit the camp us if we do not leave the team room.) 

At lunch, review finding s so far. Stress the negative answers and insist that evaluators make 
placement calls before 4:00 p.m. on first day of the visit. If new evaluator s or evaluators who have 
not been on a visit for a long time, and those who cannot commu nicate in English; pay extra 
attent ion to their findings. You do not want negative responses without prior knowledge during the 
read-through. You also do want questions unanswered or the wrong question s answered. Assist team as 
much as possible. 

9. Read-through-Pay particular attention to appropriate questions for degree level sections 5, 8, & 9. 
Allow time after the read-through to get electronic version of report s on your flash drive. (Most 
coordinators now do this for the chair. ---It's a beautiful thing!) Be sure to backup to your hard drive 
and e-mail to yourse lf before traveling. In the team room, emphasize team and institution evaluations 
are on-line and should be completed at time of forwarding expenses. During Exit Interview , be sure to 
thank team if you have not already done so. 

10. If new evaluators are on team, coord inate busines s portal training with ACICS coord inator before Exit 
Interview. 

Additional Location (Formerly Branch Inclusion)- Sometime s institutions do not send a Self-Study , ju st an 
update report because the Self-Study is called an Additional Location Application. Pay attention or you will be 
without a Self-Study . 

Shared courtesy of Mr. Ed Krissler 



ACCREDITATION 
CRITERIA 
Policies, Procedures, and Standards 

Effective April 14, 2014 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 

750 First Street, N .E., • Suite 980 • Washington, DC 20002-4223 
202.336.6780 - telephone • 202.842.2593 - facsimile • www.acics.org 





Accreditation Criteria 

Policies, Procedures, and Standards 

Accrediting Council for Independent Colleges and Schools 

Effective April 14, 2014 
Criteria Revisions on page 133 

Suite 980 
750 First Street, NE 

Washington, DC 20002-4223 
(202) 336-6780 (telephone) 
(202) 842-2593 (facsimile) 

acics@acics.org 
www.acics.org 





TITLE I GENERAL POLICIES 

Chapter 1 An Overview of the Council 

Contents 

Introduction .................................................................................................................................... 1 
1-1-100 - Bylaws ........................................................................................................................... 1 
1-1-200 - Recognition .................................................................................................................... 1 
1-1-300 - Public Participation ........................................................................................................ 1 

Chapter 2 Eligibility Criter ia 
Introduction .................................................................................................................................... 2 
1-2-100 - Minimum Eligibility Requirements ...................................................................................... 2 

Chapter 3 Classification of Campuses and Institutions 
Introduction .................................................................................................................................... 4 
1-3-100 - Classification of Campuses ............................................................................................. 4 
1-3-200 - Classification of Institutions ........................................................................................... 4 

TITLE II GENERAL PR OCE DURES 

Chapter 1 Gaining and Maintaining Accreditation 
Introduction .................................................................................................................................... 6 
2-1-100 - Accreditation Workshop Requirements ........................................................................... 6 
2-1-200 - Initial Accreditation ........................................................................................................ 6 
2-1-300 - New Grant of Accreditation ............................................................................................ 7 
2-1-400 - Visiting Teams, Selection and Composition .................................................................... 8 
2-1-500 - Team Functions and Procedures ...................................................................................... 9 
2-1-600 - Post-Visit Procedures ...................................................................................................... 9 
2-1-700 - Council Actions ............................................................................................................ 10 
2-1-800 - Maintaining Accreditation ............................................................................................ 10 

Chapter 2 Institutional Changes 
Introduction .................................................................................................................................. 13 
2-2-100 - Substantive Changes ..................................................................................................... 13 
2-2-200 - Redesignation of Campuses .......................................................................................... 18 
2-2-300 - Closing of a Campus .................................................................................................... 18 
2-2-400 - Ownership or Control .................................................................................................. 19 
2-2-500 - Programs of Study Regulations ..................................................................................... 22 
2-2-600 - Other Changes ............................................................................................................. 26 

Chapter 3 Council Actions 
Introduction .................................................................................................................................. 27 
2-3-100 - Accreditation Granted .................................................................................................. 27 
2-3-200 - Accreditation Deferred .................................................................................................. 28 
2-3-300 - Accreditation Denied .................................................................................................... 28 

V 



2-3-400 - Accreditation Withdrawn ............................................................................................. 29 
2-3-500 - Council Hearing Procedures ......................................................................................... 30 
2-3-600 - Review Board Appeal Process ........................................................................................ 31 
2-3-700 - Complaints and Adverse Information ........................................................................... 33 
2-3-800 - Probation ...................................................................................................................... 34 
2-3-900 - Special and Fact Visits ................................................................................................... 35 
2-3-1000 - Debarment ................................................................................................................. 35 

TITLE III EVALUATION STANDARDS 

Chapter 1 General Standards Applicable To All Institutions 
Introduction .................................................................................................................................. 37 
3-1-100 - Mission: Purpose and Objectives ................................................................................. 37 
3-1-110 - Institutional Effectiveness ............................................................................................. 37 
3-1-200 - Organization ................................................................................................................. 39 
3-1-300 - Administration ............................................................................................................. 40 
3-1-400 - Relations With Students ............................................................................................... 42 
3-1-410 - Admissions and Recruitment ........................................................................................ 42 
3-1-420 - Standards of Satisfactory Progress ................................................................................. 43 
3-1-430 - Tuition and Fees ........................................................................................................... 44 
3-1-440 - Student Services ............................................................................................................ 45 
3-1-500 - Educational Activities ................................................................................................... 46 
3-1-510 - Program Administration, Planning, Development, and Evaluation ............................... 47 
3-1-520 - Crede ntials Conferred ................................................................................................... 49 
3-1-530 - Instruction .................................................................................................................... 49 
3-1-540 - Faculty .......................................................................................................................... 50 
3-1-600 - Educational Facilities .................................................................................................... 50 
3-1-700 - Publications .................................................................................................................. 51 
3-1-800 - Library Resources and Services ...................................................................................... 51 

Chapter 2 Standards For Nondegree Programs 
Introduction .................................................................................................................................. 52 
3-2-100 - Faculty .......................................................................................................................... 52 
3-2-200 - Instructional Resources, Materials ................................................................................. 53 

Chapter 3 Standards For Occupational Associate's Degree Programs 
Introduction .................................................................................................................................. 54 
3-3-100 - State Authority ............................................................................................................. 54 
3-3-200 - Educational Activities ................................................................................................... 54 
3-3-300 - Faculty .......................................................................................................................... 55 
3-3-400 - Library, Instructional Resources, and Technology ......................................................... 56 

Chapter 4 Standards for Academic Associate's Degree Programs 
Introduction .................................................................................................................................. 58 
3-4-100 - State Authority ............................................................................................................. 58 
3-4-200 - Educational Activities ................................................................................................... 58 
3-4-300 - Faculty ......................................................................................................................... 59 
3-4-400 - Library, Instructional Resources, and Technology ......................................................... 60 

vi 



Chapter 5 Standards for Bachelor's Degree Programs 
Introduction .................................................................................................................................. 62 
3-5-100 - State Authority ............................................................................................................. 62 
3-5-200 - Educational Activities ................................................................................................... 62 
3-5-300 - Faculty .......................................................................................................................... 63 
3-5-400 - Library, Instructional Resources, and Technology ......................................................... 64 

Chapter 6 Standards for Master's Degree Programs 
Introduction .................................................................................................................................. 66 
3-6-100 - Nature of Graduate Education ...................................................................................... 66 
3-6-200 - State Authority ............................................................................................................. 66 
3-6-300 - Organization and Administration ................................................................................ 66 
3-6-400 - Educational Activities ................................................................................................... 66 
3-6-500 - Faculty .......................................................................................................................... 67 
3-6-600 - Admissions ................................................................................................................... 68 
3-6-700 - Library, Instructional Resources, and Technology ......................................................... 68 
3-6-800 - Publications .................................................................................................................. 69 

Chapter 7 Standards for Doctoral Degree Programs 
Introduction .................................................................................................................................. 70 
3-7-100 - Nature of Doctoral Education ...................................................................................... 70 
3-7-200 - State Authority ............................................................................................................. 70 
3-7-300 - Organ ization and Administration ................................................................................. 71 
3-7-400 - Educational Activities ................................................................................................... 71 
3-7-500 - Faculty .......................................................................................................................... 72 
3-7-600 - Admissions ................................................................................................................... 73 
3-7-700 - Library, Instructional Resources, and Technology ......................................................... 73 
3-7-800 - Publications .................................................................................................................. 75 

Glossary of Definitions ........................................................................................................................ 76 

Appendix A Bylaws ............................................................................................................................. 86 

Appendix B Procedures and Guidelines for Unan nounced Visits ....................................................... 100 

Appendix C Institutional Publications Requirements ........................................................................ 102 

Appendix D Standards of Satisfactory Progress .................................................................................. 107 

Appendix E Guidelines for Institutionally Funded Student Aid ......................................................... 110 

Appendix F Requirements for English as a Second Language Programs ............................................. 111 

Appendix G Guidelines on Disclosure and Notification .................................................................... 113 

Appendix H Principles and Requirements for Nontraditional Education ........................................... 115 

Appendix I Principles and Guidelines for International Partnership Agreements ............................... 119 

Index ................................................................................................................................................. 122 

Criteria Revisions .............................................................................................................................. 133 

vii 



. 



IN TRODUCTION 

The Accrediting Council for Independent Colleges and Schools ("ACICS" or "Council") supports the concept that 
periodic evaluation entered into voluntarily by institutions and their peers enhances the quality of the educational 
process and demonstrates that self regulation of a profession is superior to outside regulation . This has been the 
philosophy of ACICS since 1912 when the first association of business schools was formed. 

ACICS is incorporated as a non-profit education organization in the Commonwealth of Virginia and maintains 
offices in the District of Columbia . It has been recognized by the U.S. Department of Education since 1956 as a 
national institutional accrediting body. The federal government, for purposes of distributing institutional and student 
financial funds, lists ACICS as an accrediting body on which it relies in determining the quality of education and 
training offered at institutions that ACICS accredits. 

To help institutions and peer evaluators meet their responsibilities in conducting the process, ACICS developed and 
periodically has revised a set of policies, procedures, and standards governing the activity. Collectively, they comprise 
the Accreditation Criteria which, when complied with by institutions, results in the awarding of accreditation. 
This document incorporates all changes agreed to by the institutions since the last published edition, as well as 
organizational modifications. 

Embodied in these criteria is the belief by ACI CS chat accredited institutions should at all times demonstrate a high 
standard of professional conduce involving educational practices and business ethics. Accreditation is not a regulacory 
process in the legal sense. The Council encourages not just conformity to standards but a continuous striving for 
excellence. Only chose institutions that believe in this tenet should seek accreditation . 





TITLE I GENERAL POLICIES 

Chapter 1 An Overview of the Council 

IN TRODUCTIO N 

Accreditation is an independent appraisal of an institution during which the institution's overall educatio nal quality 
(including outcomes), professional status among similar institutions, financial stability, and operational ethics are self
evaluated and judged by peers. It is a voluntary activity separate and distinct from business licensing, authority ro 
award educational credentials, and eligibility to administer student financial assistance. 

1-1-100 - B YLAWS 

The Bylaws of the Accrediting Council for Independent Colleges and Schools ("ACJCS" or "the Council") are an 
integral part of the Accreditation Criteria and are incorporated herein by reference. The Bylaws are contained in 
Appendix A. 

1-1-200 - RECOGNI TION 

AC ICS is recognized by the U.S. Department of Education ("the Department") as a national institutional accrediting 
agency that is a reliable authority regarding the quality of education and training provided by the institutions that it 
accredits. Any proposed change in the policies, procedures, or accreditation criteria that might airer ACICS's scope of 
recognition or ACICS's compliance with the requirements for recognition by the Department will be submitted to 
the Department and other appropriate agencies. 

The Department's recognition provisions include certain operationa l requirements. Accordingly, the Counc il adopts 
the following statements regarding ACICS and the manner in which it carries out its accreditation function : 

(a) The Counci l grants accreditation for an established period of time, as described more fully in these 
criteria . Prior to the expiration of the grant of accreditation, each institution must seek a new grant of 
accreditation. The Council maintains complete and accurate records for each accredited institution chat 
cover the current and the prior periods of accreditation. 

(b) The Council conducts ongoing and comprehensive reviews of its accreditation criteria and its policies and 
procedures ro ascertain their appropr iateness and effectiveness. Proposed changes to the criteria or the 
Council 's policies and procedures may be initiated by the Council or submitted by member institutions or 
other interested parties, and substantive proposed changes approved by the Council will be circulated to 
member institutions, appropriate governmental agencies, and other interested parties for comment. The 
Council will consider all comments before it adopts any final changes . 

1-1-300 - PUBLI C PARTI CIPATION 

Visitors to Council policy meetings will be seated as space permits. They should notify the President or the Chair of 
the Council in advance if they wish to address specific agenda items . Individuals may request that items be placed on 
the agenda by writing to the President at least 45 days before each meeting. 



TITLE I GENERAL POLICIES 

Chapter 2 Eligibili ty Criteria 

I NTRODUCTION 

The Council fulfills an evaluative and accrediting function for a particular sector of postsecondary education . This 
function has been deemed appropriate by the U.S. Department of Education through the recognition of ACICS. 

The mission of the Accrediting Council for Independent Colleges and Schools is to advance educational excellence at 
independent, nonpublic career schools, colleges, and organizations in the United States and abroad. This is achieved 
through a deliberate and thorough accreditation process of quality assurance and enhancement as well as ethical 
business and educational practices. 

1-2-100 - MI NIMUM ELIGIB ILITY REQUIREMENTS 

To be eligible for consideration for accreditation, an institution or entity must satisfy the following minimum 
requirements. 

(a) le shall be either an institution of postsecondary education (as herein defined) primarily offering 
certificates or diplomas and postsecondary institutions offering associate's, bachelor's, or master's degrees 
in programs designed ro educate students for professional, technical, or occupational careers; or a 
noninstitutional entity offering professional enhancement education. 

An institution is presumed to be an institution of postsecondary education if it (I) enrolls a majority of its 
students in one or more programs, the content of which is on a postsecondary academic level and which 
leads to a postsecondary academic credential (such as a certificate, diploma, or degree) or an occupational 
objective; (2) enrolls students who possess a high school diploma or its equivalent, or who are beyond the 
age of compulsory school attendance and demonstrate through valid assessment an ability to benefit from 
the educational experience; and (3) offers at least one program which is a minimum of 300 clock hours in 
length. 

A noninstitutional entity must enroll a majority of its students in one or more programs, the content of 
which is on the postsecondary level or at a level which prepares the student for immediate enrollment into a 
postsecondary program. A noninstiturional entity is ineligible to participate in federal student aid programs 
or to award degrees. 

(b) It shall be legally organized; licensed by (1) the appropriate state education agency for postsecondary 
institutions or (2) the appropriate state agency for authorizing the conduct of business in that state for 
noninstitutional entities; and have offered its educational services to the general public for at least two 
years immediately prior to consideration of the application by ACICS . 

(c) Its mission shall be to offer educational programs which help students develop skills and competencies to 
enhance their careers. 

(d) Its residential enrollment and enrollment in each program shall be sufficient both to support course work 
and learning experiences that, separately or in combination, constitute measurable and defined 
educational programs, and to enable ACICS to assess the educational effectiveness of those programs. 
Institutions that are considered distance education institutions may be considered on a case-by-case basis 
provided they require a residential component. 

2 ACICS Accreditation Criteria 



Eligibility Criteria 

(e) It shall have a sufficient number of graduates from a majority of its programs ro enable ACICS to assess 
the educational effectiveness of chose programs. Programs offered at any credential level from which there 
are no graduates will be reviewed in accordance with Section 2-2-502 . 

(f) It shall be in compliance with all applicable laws and regulations. 

(g) It shall be organized as a corporation, as a limited partnership with a corporate general partner, or as a 
limited liability company. 

(h) Its evaluation for accreditation shall be authorized by the chief executive officer. 

(i) Its owners or manag ers shall not have been debarred by ACICS (See Section 2-3-1000 ). 

Effective Ap1·il 14, 2014 3 



TITLE I GENERAL POLICIES 

Chapter 3 Classification of Campuses and Institutions 

INTRODUCTION 

ACICS is an institutional accrediting body that accredits entire institutions . It does not separately accredit ind ividual 
campuses or programs. All approved locations and programs are included within the institution's grant of accredita
t ion . Therefore, all campuses must meet the standards estab lished by the Council and must be evaluated according ly. 
The specific method by which compliance with these standards is evaluated and accreditation is conferred depends 
upon the classification of campuses and the institutions they comprise . 

1-3-100 - C LASSIFICATION OF C AMPUSES 

The Council classifies campus activities into two categories: main and additional location. 

1-3- 101. Main. A main campus is the primary location of an institut ion to be accredited by ACICS. This campus is 
expected to meet fully all applicable standards set forth in the Accreditation Criteria. 

1-3- 102. Additional Location. An additional location is any location of an institution other than the main, but under 
the same corporate structure as the main campus (i.e., part of the main campus corporation or a wholly owned 
subsidiary) that offers educational activities. 

Full disclosure must be made in the catalogs of the main campus and/or additional locations as to the credentials and 
programs offered at each location. An additional location may publish its own catalog . 

1-3-103. Campus Addition. A campus addition is a location where educational activities are conducted apart from a 
main or additional location that does not, on its own, qualify as an additional location . 

1-3-200 - C LASSIFICATIO N OF I NSTIT UTIO NS 

1-3-2 00 . Classification of Institu tions. The Council classifies institutions into three categories : single campus, 
mu ltiple campus, and distributed enterprise. Classification depends upon the number of locations included within 
the institution and the nature of administrative control over educational activities at the institution . 

1-3-2 01. Single Campus Instituti on. A single campus institut ion is an institution that prov ides educat ional programs 
at one main campus. Accreditation is granted to the institution. 

1-3-202. Multiple Campus Institu tion. A multiple campus institution is an institution that provides educationa l 
programs at one main campus and one or more additional locations. Compliance with the Accreditation Criteria of 
the main campus and its additional locations is reviewed separately . Accreditation is granted to the institution at the 
main campus, with the specific inclusion of each of the additional locations . 

1-3-2 03. Centrally Controlled Institution. A centrally controlled institution is an institution that provides education

al programs at multiple locations operating within the context of an administrative system. *Implementa t ion of 

4 ACICS Accreditation Criteria 



Classification of Campuses and Institutions 

this section of the Criteria and all references to Centrally Controlled Institution is not yet effective. The effective 
date will be announced as soon as it has been determined by the Council. 

(a) The centrally controlled institution must include one main campus with additional locations and an 
academic administrative center. The institution must demonstrate its capacity to add and to successfully 
control educational activities at multiple locations. 

(6) The academic administrative center is the primary location of a centralized academic administrative 
system by which educational activities at a centrally controlled institution are controlled . These 
educational activities include development and delivery of instructional programs, hiring and evaluation 
of faculty, establishment and maintenance of facilities, selection and purchasing of instructional 
equipment and library resources, provision of academic and student support systems and maintenance of 
financial stability. The physical address of an academic administrative center may be identical to or 
separate from chat of a main campus. Some administrative activities not directly related to design and 
delivery of educational programs may be controlled at other locations affiliated with the academic 
administrative center. 

(c) To be classified as a centrally controlled institution, an institution muse have 

(i) been accredited for at least ten consecutive years; and 

(ii) a main campus and at least three additional locations that are currently accredited by ACICS and have 
been accredited by ACICS for at lease the lase four years. 

(d) To be classified as a centrally controlled institution, an institution muse provide satisfactory evidence of a 
well-established and highly centralized administrative system to ensure and enhance quality at all the 
campuses of the institution that includes: 

(i) Clearly identified academic control; 

(ii) Regular evaluation of the compliance of all the campuses with Council standards; 

(iii) Adequate faculty, facilities, resources, and academic and student support systems; 

(iv) Financial stability; and 

(v) Long-range planning, including planning for expansion . 

Compliance of a centrally controlled institution with the Accreditation Criteria is evaluated by the Council at the 
system level and also subsequently at the individual campus level. Accreditation is granted to the institution, with the 
specific inclusion of the main can1pus and all additional locations. 
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Chapter 1 Gaining and Maintaining Accreditation 

INTRODUCTION 

This chapter outlines the steps that institutions must follow and the procedures utilized by ACICS leading to and 
following the award of accreditation status . Accreditation is a deliberate and thorough process and is entered into for 
purposes of quality assessment and institutional enhancement. When an institution applies for and receives a grant of 
accreditation, it is committing itself to operate in accordance with the standards and policies established by the 
Council throughout the term of the grant. 

Inasmuch as accreditation is given for a specified period of time not to exceed six years, ACICS uses the term "initial 
grant " to connote the first time an institution is accredited. The term "new grant" indicates a continuing status with 
ACICS after an institution has reapplied, has been reevaluated, and, in effect, has been reaccredited. 

2-1-100 - ACCREDITATION W ORKSHOP REQUIREMENTS 

The Council schedules accreditation workshops each year. Applicants for initial or new grants of accreditation are 
required to attend a workshop. During these workshops, Council representatives will consult with institutional represen
tatives to help them understand and complete the process. Institutional representatives are required to attend an accredi
tation workshop within 18 months prior to the final submission of the self-study. For initial applicants, the chief on-site 
administrators of main campuses and all additional locations are required co attend. For currently accredited institu
tions, the chief on-site administrators or the self-study coordinators for single campus institutions and multiple campus 
institutions, and representatives of centrally controlled institutions are required to attend. Currently accredited centrally 
controlled institutions are responsible for providing workshop information to the chief on-site administracors and 
self-study coordinators of all main campuses and additional locations. 

2-1-200 - INITIAL ACCREDITATION 

All communications concerning initiation of the accrediting process for an institution should be sent to the ACICS 
office. The accrediting process proceeds in distinct phases, each of which must be satisfaccorily completed by the 
institution before the next can occur. Each phase must be authorized by the chief executive officer of the institution, 
who also can authorize voluntary withdrawal from the process at any time prior co final action by ACICS . 

When considering whether to award an initial grant of accreditation to an institution, ACICS will take into cons ider
ation the actions of other recognized accrediting agencies that have denied accreditation to the institution, placed the 
institution on probationary status, or revoked the accreditation of the institution. If an institution's accreditation was 
withdrawn or denied previously by ACICS, its initial application will be considered only after at least two years have 
elapsed. 

2- 1-201. Preliminary Review. The institution must request in writing a preliminary review and receive a determina
tion as to whether it is eligible to apply for accreditation as a single campus institution or a multiple campus institu
tion . Such a preliminary review does not constitute an application . 

To be eligible for accreditation, the institution must meet the eligibility criteria outlined in Title I, Chapter 2 and the 
definitions of campuses and institutional types outlined in Title I, Chapter 3. In addition, it must have graduated at 
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least one class at each credential level it offers. Programs offered at any credential level from which there are not 
graduates will be reviewed as required in Section 2-2-502. 

2-1-202. Application. The institution, after receiving a favorable preliminary review, shall submit a formal application 
for accreditation on forms supplied by ACICS. By submitting an application for an initial grant of accreditation, the 
institution agrees to be bound by the standards contained herein, including the ACICS Bylaws contained in Appen
dix A. 

The institution shall certify that the requirements covered in Tide I, Chapter 2, "Eligibility Criteria" have been met. 
The application forms, eligibility certification, supporting documents required in the application form, and the 
nonrefundable application fee shall be submitted to ACICS. 

Once an institution has been determined to be eligible for evaluation, filed a formal application, and remitted the 
application fee, the application is kept active for a period of one year. 

2-1-203. Resource Visit. Following a determination by staff of the completeness of the application materials, a 
resource visit will be made to the institution, at the institution's expense, to determine if it is ready to begin the 
self-evaluation. ACICS, at its discretion, may waive a resource visit if that institution has maintained a satisfactory 
standing with another recognized accrediting agency. A report of the resource visit will be made available to the 
school and to ACICS and will be used for advisory purposes only. 

Initial applicants must submit audited financial statements certified by an independent certified public accountant for 
the institution's most recent fiscal year before a resource visit will be scheduled. 

2-1-204. Self Evaluation. Self-evaluation is the most important part of the accreditation process, requiring full 
involvement by administration, staff, and faculty. The Council publishes separate guidelines and materials to help 
institutions with the process. 

2-1-205. Scheduling the Evaluation Visit. Council staff will schedule dates for the visit or visits to evaluate compli 
ance of an institution at all of its locations. It is the responsibility of the institution to agree to dates for the visit(s) 
when classes are in session, faculty is teaching, administrative staff is available, and ocher operations are functioning 
normally . 

2-1-300 - NEW GRANT OF A CCREDITATION 

It is the responsibility of the institution to file an app lication and remit the appropriate fees for a new grant of 
accreditation by October 31st of the year prior to last year of the grant of accreditation . This also involves submission 
of the institution's self-study, with supporting documents. The accreditation previously granted to an institution 
expires automatically with the passage of time unless extended by an action taken by ACICS. An extension of the 
previous grant cannot exceed one year, and not more than one extension may be given except for extraordinary 
circumstances over which the institution has no control. 

2-1-3 01. Application. The process of application for a new grant is the same as for initial accreditation except that 
institu tions are not required to undergo another resource visit. Mu ltiple campus institutions that are applying for new 
grants of accreditation will be required to submit a separate self-study for each additional location. Institutions 
classified as centrally controlled institutions may submit a conso lidated self-study with an appropriate supplement for 
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each location . The Council will not consider an application for a new grant of accreditation unless all reports are 
current and all fees are paid. (See Sections 2-1-801 and 2-1-802.) 

2- 1-302. Withholding of Accreditation. A decision by ACICS, based upon the application and evaluation for a new 
grant, not to award accreditation for a new period is considered to be the withholding of accreditation, not the 
withdrawal of the previous grant of accreditation. The previous grant expires automatically with the passage of time 
unless the Council affirmatively extends the previous grant while it is considering the new grant application. The 
Council always will give written reasons for withholding accreditation, and the matter, from that point, will be 
governed by procedures later described in Title II, Chapter 3, "Council Actions." 

ACICS will not award a new grant of accreditation to an institution that is subject to an interim action by another 
recognized institutional accrediting agency or a state agency that could lead to the suspension, revocation, or termina
tion of that institution's accreditation or authority to provide postsecondary education. Further, a new grant of 
accreditation will not be awarded to an institution that has been notified by its state licensing agency of a threatened 
suspension, revocation, or termination by the state of the institution's legal authority to provide postsecondary 
education, and the due process rights required by the action have not been exhausted. 

2-1 -400 - VI SITING T EAMS, S ELECTION AND C OMPOSITION 

When an institution has submitted a satisfactory self-study and other required documentation, the office of the 
President will appoint a team to visit and evaluate the institution. The institution is notified of the composition of the 
visiting team and may request that team members be replaced for cause. 

2-1-4 0 1. Selection of Team Members. Evaluators are selected from among educators, executives, and practitioners in 
business, administrative, and technical fields, and from state departments of education and other evaluation and 
approval bodies. The person designated as chair of the team is experienced in management and is responsible for 
assuring that the visit is conducted fairly and thoroughly. 

Appropriate state licensing and approval bodies are routinely notified of forthcoming visits and invited to participate 
in the visits as observers. They do not participate in team deliberations or in preparing the team report. 

2-1-4 02. Composition of Teams. The size and qualifications of the team are determined at the discretion of the 
Council based on the type and size of the institution, the type and number of programs being offered, the mode of 
educational delivery, location of the campus, student enrollment, credentials offered, and other special circumstances 
such as visits co centrally controlled academic administrative centers. Full-team on site evaluation visits will consist of 
individuals serving as academic, administrative, public or member representatives as defined in Appendix A- Bylaws. 

The application forms and the completed self-study will be supplied to members of the visiting team for review prior 
to the visit and for use during the visit. 

2-1-403. Evaluation of Separately Accredited Programs. If, in compliance with Section 3-1-515, an attestation and 
documentation have been provided to ACICS that a program at an institution has been separately accredited by a 
specialized accreditor recognized by the U.S. Department of Education , or the Council on Higher Education Ac
creditation, or, for foreign institutions, the government or appropriately recognized organization providing specialized 
accreditation, ACICS at its sole discretion may accept those documents as evidence that the accredited program meets 
an acceptable level of quality. 
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2-1-404. Staff Member on Visit. A member of the ACICS staff accompanies teams on visits. In the event that an 
ACICS staff member is unable to accompany a team on a visit, the use of a qualified and trained contracror may be 
used as the ACICS staff representative on the visit. The ACICS staff representative is responsible for assuring that 
comparab ility is achieved from visit co visit and from institution to institution. The same ACICS staff representative 
who accompanies a team also is available when ACICS deliberates and may be asked questions about what was 
observed and reported by the team during the visit. 

2-1-405. Expenses. Visit expenses for all team members, including the ACICS staff member who accompanies the 
team, shall be paid by the institution. Expenses include an honorarium for members of the team. 

2-1-500 -TEAM FUNCTIO NS AND PROC EDURES 

An institution is expected to be performing according to what it reported in its self-study and to be in compliance 
with the Accreditation Criteria at the time of the visit. 

2-1-501. Scope ofVisit. The scope of a visit will depend on the location, operation, size, program offerings and 
classification of the institution. For a multiple campus institution, the main campus and all addit iona l locations are 
subject to evaluation, either in conjunction with the main campus or separately. 

2-1-502. Functions. The functions of the evaluation team are to verify information in the institution's self-study and 
to report all facts observed during the visit as to how the institution is accomplishing its stated mission, or failing to 
do so, in compliance with the criteria. 

2-1-503. Procedures. Institutions are provided in advance with a checklist of materials and documents that should be 
current and readily available for review by the team. Prior to the visit, institutions are required to update the self
study where significant changes have occurred since its submission to ACICS. Teams visiting an academic administra
tive center will generate a report that will be shared with teams conducting visits to the individual campuses within 
the centrally controlled structure. 

During the visit, institutions are expected to make provisions for adequate consultation between team members and 
the faculty, adm inistrative staff, and students and chief ons ite admin istrative officer. 

The team prepares a written report that covers each area reviewed at the institution and includes other information 
pertinent to an accurate evaluation. The report subsequently is sent by the team chair to ACICS . 

An exit conference is conducted at the conclus ion of the visit and is attended by the chief executive or administrative 
officer of the institution and any others designated by the chief executive officer. During the session, the chair of the 
team will summarize the evaluation team's findings. Members of the team also may append to the report recommen
dations for institutional improvement. The visiting team is not a decision-making body. 

2-1-600 - PosT-VISIT PROCEDURES 

After the evaluation visit, the following post-visit procedures and reviews occur. 
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2- 1-601. Opportunity to Respond. The ACICS office sends a copy of each evaluation team report to the designated 
representative at the centrally controlled academic administrative center or to the chief on-site administrator of the 
respective multiple or single campus institution . These individuals are invited tO respond in writing within the 
specified time frame. 

2-1-602. In termediate Review. All materials pertinent co an institution's accreditation are reviewed by experienced 
persons before being reviewed by the Council. These materia ls include, but are not limited to, the institution's 
self-evaluation report(s), the visiting team report(s), the institution's response(s) to the team report, financial records 
of the institution (which are not examined by the evaluation team), and any official reports from state or federal 
regulatory bodies . 

The Intermediate Review Committee (IRC) upon intensive review of institutional files, makes recommendations tO 

the Counci l of possible accreditation action. 

2-1-60 3. Council Review. All materials collected during the evaluation process are reviewed by the Council. On ly the 
Council can cake a final accreditation action. 

2- 1-700 - C OUNCIL A CTIONS 

Action by ACICS co accredit or renew accreditation or not to do so, or tO limit or otherwise condition the grant of 
accreditation, is determined only following review of the self-evaluation report prepared by the applicant institution, 
the report of the visiting team, the response of the institution tO that report, the institution's financial condition, and 
the recommendations (if any) of the interim reviewers. At each level of review, che number and seriousness of any 
deficiencies are taken into account, as well as the institution's indicated willingness and capability to overcome them. 
The Council may, at its discretion, direct an institution to submit a teach-out agreement, as described in Section 
2-2-303 of the Accreditation Criteria. Specific Council actions are discussed in Title II, Chapter 3. 

2-1-701. Maximum Length of Grants of Accreditation. The Counc il determines the grant lengths of each campus 
that is accredited by ACICS . The maximum length of an initial grant of accreditation is three years. If an institution 
can demonstrate a record of having been in good stand ing with another institutional accrediting agency recognized 
by the United States Department of Education, the Council may award an initial grant of up co four years. The 
maximum length of a renewal grant of accreditation is six years. 

2- 1-702. Gran t Lengths of Additional Locations in Multiple Campus Institutions . The Council at its discretion may 
determine that the grant length and/or expiration dace for an additional location will not coincide with the grant 
length and/or expiration dace for the main campus . In che event chat che main campus fails tO maintain its accredita
tion status with ACICS, the associated additional locations and campus additions are ineligible for accreditation by 
ACICS. 

2-1-800 - MAI NTAINING A CCREDITATION 

An institution, by successfully completing the process, inherently agrees to keep ACICS fully informed of activities at 
the institution. The Council requires an annual report from each main and additional location, where appropriate. 
Institutional changes that must be reported to ACICS are described in Chapter 2. 

2-1-801. Annual Accountability Reports. The Annual Accountability Reports muse be submitted on Council forms, 
comply with Council guidelines, and be certified by the chief executive officer of the institution. Data muse be 
submitted separately on the Campus Accountability Report (CAR) for each main campus and for each additional 
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location. A centrally controlled institution must also submit a consolidated Institutional Accountability Report (IAR) 
containing information and data on the institution as a whole. These reports are due on or before November 1 
annually. Failure to submit the Annual Accountability Reports in a timely manner will result in the revocation of 
accreditation. 

2-1-802. Annual Financial Report. The Annual Financial Report must be submitt ed on Council forms and be 
certified by an officer or stockholder of the corporation. Data must be submitted separately for each campus included 
in a grant of accreditation. A centrally controlled institut ion must also submit a consolidated report containing data 
on the institution as a whole. It is due no more than 180 days after the end of the institution's fiscal year. Failure to 

subm it the Annual Financial Report in a timely manner will result in the revocation of accreditat ion. 

2-1-803. Audited Financial Statements. Audited financial statements, certified by an independent certified public 
accountant, are essential instruments in the determination by ACICS of an institution's financial stabi lity. All institu 
tions are required to submit audited financial statements within 180 days of the end of their fiscal year. 

2-1-804 . Payment of Fees. Institutions are required to pay all annual sustaining fees, user fees, evaluation visit deposits 
and expenses, and other assessed costs by the established deadlines. Non-payment of any fees or expenses subjects a 
member to revocation of accreditation without a hearing. (See Article VI, Section 5 of the Bylaws [Appendix A]). 

2-1-805. Unannounced Visits. The Council, at its discretion, may direct an unannounced visit to occur at an institution 
about wh ich it has received adverse inform ation or when general operat ions of the institution may be called into 
question. Procedures for unannounced visits are described in Appendix B. 

2-1-806. Denoting Accreditation. Only after accreditation is granted by ACICS may an institution so denote its status 
in official publications or in advertising. The form of notice is prescribed by ACICS, and specific permissible language is 
set forth in Guidelines for Institutional Publications in Appendix C. 

2-1-807 . Program Length and Tuition and Fees. ACICS will determine average program lengths and tuition and fees 
annually based on information collected in the Annual Accountability Reports and will provide these data to all accred
ited institutions. Institutions with program lengths that are more than one standard deviation from the average will be 
required to submit an explanation for the deviation. If the Council does not accept the explanation, it may require a 
consu ltat ion between ACICS and the institution, direct an on-site evaluat ion, issue a show-cause d irective, or withho ld 
inclusion of the program from the institution's current grant of accreditation . 

In assessing these relationships, the Council will conside r institutional mission, program object ives and content, types 
and locations of instructional delivery, knowledge and skills necessary for students to reach competence, and addi
tional requirements chat may be placed upon a graduate for employability, including, if applicable, certification or 
licensure. 

2-1-808. Financial Review. l11e Council reviews the Annua l Financial Report, aud ited financial statements, and 
ocher relevant information to monitor each institution's financial condition . When this review indicates that an 
institution's financial condition may be weak or deteriorating, the Counci l will require the institution to furn ish 
Quarterly Financial Reports, a Financial Improvement Plan, or other interim narrative reports that demonstrate the 
actions the institution is taking to improve its financial condit ion . If the Council determines the institution no longer 
complies with the Council's requirements for financial stability, the Council will issue a show-cause directive, or 
ot herwise take negative action and require the institution to demonstrate compliance within the time frames de
scribed in Title II, Chapter 3. These time frames may be extended at the sole discretion of the Council for good 
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cause, including evidence that there has been significant improvement in the deficient area(s) and the applicable time 
frame does not provide sufficient time to demonstrate full compliance, e.g., significant improvement in financial 
stability. Institutions that are required to submit interim financial reports or that are determined co be out of compli
ance with the Council's standards for financial stability are considered to be on financial review and are subject to 
additional restrictions regarding the initiat ion of additional locations and campus addi tions. 

2-1-809. Student Achievement Review. The Council reviews the Campus Accountability Report (CAR) and Institu
tional Accountability Report (IAR) to monitor performance in terms of student achievement at both the campus and 
program levels. Measures will include retention; placement; and licensure, registration or certification pass rates, if 
applicable. When this review indicates that the achievement of an institution's students is weak or deteriorating, the 
Council will require the institution to add an improvement plan within its Campus Effectiveness Plan (CEP) and/or 
Institutional Effectiveness Plan (IEP). If the Council determines the institution no longer complies with the Council's 
requirement for student achievement, the Council will issue a compliance warning, a show-cause directive, or 
otherwise cake action and require the institution to demonstrate comp liance within the time frames described in Title 
II, Chapter 3. These time frames may be extended at the sole discretion of the Council for good cause, including 
evidence that there has been significant improvement in the deficient area(s) and the applicable time frame does not 
provide sufficient time to demonstrate full compliance, e.g., significant improvement in retention, placement, or 
licensure pass rates. Institutions that are required co include a plan of student achievement improvement within their 
CEPs or chat are determined co be out of compliance with the Council's standards for student achievement are 
considered to be on student achievement review. Those with campus- or institution-level plans are subject to addi
tional reporting requirements, and additional restrictions may be imposed upon chose chat are out of compliance. 

2-1-810. Student Loan Cohort Default Rates Review. The Council will monitor an institution's student loan cohort 
default rates. An institution may be subject to additional reports or actions based upon these rates. 
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Chapter 2 Institutional Changes 

I NTRODUCTION 

Approval by ACICS is required before substantive changes are implemented , and inst itutions should notify ACICS of 
other significant changes. The material in chis chapter explains the evaluation procedures chat ACICS will follow for 
approving substantive and non-substantive changes. 

2-2-100 - S UBSTANTIVE CHANGES 

2-2-101. List of Substantive Changes. The following institutional changes will be considered substantive and require 
Council approval before they can be included in the institution's scope of accreditation: 

(a) Any change in the established mission or objectives of the institution as described in Standard 2-2-103; 

(b) Any change in the legal status, form of control, or ownership of the institution as described in Section 
2-2-400; 

(c) The addit ion of programs that are considered to be our-of-scope. Programs considered our-of-scope are chose 
that represent a significant departure from existing programs that were offered when the agency last 
evaluated the institution as described in Standard 2-2-105; 

(cl) The addition of courses or programs that represent a significant departure from the existing delivery method 
utilized when the agency last evaluated the institution as described in Standard 2-2-106; 

(e) The addition of programs of study at a degree or credential level different from that which is included in the 
institution's current scope of accreditation as described in Standard 2-2-107; 

(f) A change from clock hours to credit hours as described in Standard 2-2-108; 

(g) 25% or greater increase in the number of clock or credit hours awarded for successful completion of a 
program as described in Standard 2-2-109; 

(h) The acquisition of any other institution or any program or location of another institution; 

(i) The addition of a permanent location at a site at which the institution is conducting a teach-out for students 
of another institution that has ceased operating before all students have completed their program of study; 

(j) The entering into a contract under which an institution or organization not certified to participate in the 
Title IV, HEA programs offers more than 25 percent of one or more of the accredited institution 's 
educational programs as described in Standard 2-2-505; and 

(k) The establishment of an additional location geographically apart from the main campus at which the 
institution offers at least 50 percent of an educational program as described in Standard 2-2-104. 

2-2-102. Effect of Extensive Substantive Changes. The Council shall conduct a comprehensive on-site evaluation of 
the institution if substantive changes that have been made or are proposed are sufficiently extensive that the institu
tion's capacity to maintain compliance with accreditation standards requires an immediate assessment. Substantive 
changes are defined by Council as "extensive" when the types and/ or number of changes are so substantial that the 
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nature and scope of the accredited institution will no longer be the same since last evaluated and in its place a new 
institution has evolved. 

2-2-103. Change of Institutional Mission. It is the responsibility of the institution to secure approval from the 
Council prior to implementing any change in the mission or objectives of the institution. 

2-2-1 04. Initiation of Additional Campus Activity. An additional activity includes any ongoing instructional activity 
offered at a site away from the main facility of an institution. Activity at a site that meets the Council's definition of 
an "Additional Location" is described in Section 1-3-100, Classification of Campuses. Activity at a site that does not 
meet the definition of an Additional Location is referred to below as a "Campus Addition." Reporting requirements 
are as follows: 

(a) Additional Location. It is the responsibility of the institution to secure approval from ACICS of the 
intention to initiate an additional location before the location begins classes. If approved, activity must be 
initiated at the additional location within one year of the proposed start dace. An additional location muse 
be approved by the Council before advertising, recruiting, and enrollment may take place. Failure to 
secure approval from ACICS prior to the initiation of an additional location may call into question the 
accreditation of the institution . 

The institution shall provide, on Council forms, the rationale for initiation of the additional location and 
other information about the educational programs, credentials to be awarded, faculty, learning resources, 
physical and financial resources, strength in supporting fields, admission and graduation requirements, 
compliance with state law and authority to operate, number of students, and administrative arrangements. 
An acceptable catalog which identifies the additional location also shall be included as part of the 
application. 

The Council will monitor the number of additional location applications submitted for each main campus 
and main campuses under common ownership based on a demonstration of sound administrative and 
financial capabilities. The Council reserves the right tO limit the number of additional locations based on its 
review of demonstrated administrative and financial capabilities. 

Any institution which (1) is required to submit a financial improvement plan to the Financial Review 
Committee, or which (2) is under a deferral action by the Council must request and receive prior permission 
from ACICS for the initiation of any additional locations. An institution under a show-cause directive, a 
negative action, or in a probation status will not receive approval from ACICS for the initiation of any 
additional location while the action is in effect. 

(b) Campus Addition. It is the responsibility of the institution to secure approval from ACICS prior to initiation 
of any new educational activity which is under the direct control of the on-site administration of a main 
campus or additional location and at a site that is apart from the primary location of that campus . In 
addition, if that activity involves 50% or more of an academic program, the campus addition must be 
approved by the Council before advertising, recruiting, and enrollment may take place. If approved, activity 
must be initiated at the campus addition within one year of the proposed start date. The institution shall 
provide, on Council forms, the location of the activity, its educational purpose , the programs offered, the 
number of students involved, and any additional information ACICS may request. A catalog for the campus 
which identifies the campus addition also shall be included as part of the application. 

Any institution which has a campus that (1) is under review by the Financial Review Committee of ACICS , 
(2) shows either a net loss or a negative net worth on its most recent financial report, (3) is required to report 
placement and/or retention data to the Institutional Effectiveness Committee, or (4) is under a deferral 
action by the Council must request and receive prior permission from ACICS for the initiation of any 
additional campus activity at which 50% or more of an academic program is provided. An institution under 
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a show-cause directive, a negative action, or in a probation status will not receive approval for the initiation 
of any such additional campus activity while the action is in effect. 

2-2- 105. Addition of Programs Out of Scope. It is the responsibility of the institution to secure approval from the 
Council of the intention co initiate the addition of programs that represent a significant departure or are out of scope 
from existing educational programs that were offered when the agency last evaluated the institution. 

The institution or campus must initiate the approval process through the submission of a new program application 
and required documents for Council review and approval before being included in the institution's scope of accredita
tion. 

2-2- 106. Initiation of Distance Education (Online) or New Instructional Delivery Method. It is the responsibility of 
the institution to secure approval from the Council of the intention to initiate online delivery if all courses and 
programs within the institution are currendy approved for residential or face-ro-face instructional delivery method. 
Any significant change in instructional delivery method requires prior Council approval. 

The institution or campus must initiate the approval process through the submission of a new program application 
and required documentation information for Council review and approval before being included into the institution's 
current scope of accreditation. 

2-2-107. Expansion of Program Offerings to Higher Credential Level. It is the responsibility of the institution to 
secure approval from the Council of the intention to initiate a program at a higher credential level. 

The institution or campus must initiate the approval process through the submission of a new program application 
and required documentation for Council review and approval before being included into the institution 's scope of 
accreditation. 

2-2- 108. Initiation of Change from Clock to Credit Hour Offering. It is the responsibility of the institution tO secure 
approval from the Council of the intention to initiate a change from clock to credit hours in its program offering 
through the submission of an application and required documentation . 

2-2-109. Increasing the Number of Clock or Credit Hours. It is the responsibility of the institution to secure approval 
from the Council of the intention to initiate an increase of 25 percent or greater in the number of clock or credit 
hours awarded. If the percentage is less than 25 percent but results in a change in the credential level, the credential 
level will be evaluated to be within the institution 's scope of accreditation. 

The institution or campus must initiate the approval process through the submission of a new program application 
and required documentation for Council review and approval before being included into the institution 's scope of 
accreditation. 

2-2- 110. Evaluation, Approval and Monitoring of Substantive Change Activity. All activity for which approval is 
sought will be evaluated by ACICS before approval is granted. Following is a description of those evaluations. 

(a) Additional Location. Initial inclusion of an additional location within the scope of the accreditation of the 
institution may be granted by the President upon receipt of all required information. An institution 
proposing the initiation of a new location must follow the procedures as oudined by the Council and 
disclosed on its Web site. A new location must receive initial inclusion before advertising, recruiting, or 
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enrolling students at the proposed location. The Counci l reserves the right t0 require a preliminary visit t0 

any potential additional locat ion prior to the granting of initial inclusion. 

An additional location that is granted initial inclusion by the President will be required tO undergo a 
verification visit within six months after the initial class start date. Following this visit, the Council may 

require the additional location tO submit additional information tO satisfy areas of concern identified during 
the evaluation. 

A decision regarding the final inclusion of an additional location will be made by the Council in full session 
following a visit by an evaluation team. Prior to the final inclusion visit, the chief on-si te administrator of the 

location will be required to attend an Accreditation Workshop and tO submit additional documentation as 
outlined and disclosed on the ACICS Web site . The evaluation will normally be scheduled for twelve to 

eighteen months after the initial class start date and will be conducted by a team of evaluators determined by 
the size of the institution, the type and number of programs being offered, and other special circumstances . 

Identification of significant deficiencies during the verification or final inclusion visits can result in an 
immediate show-cause directive to the institution. 

Only after a determination of acceptability, either at the initial or final inclusion level, and notification to the 

institution of the decision, may the institution consider an additional location to be included within the 
scope of the institution 's grant of accreditation. If approval is withheld, the withholding may be treated as a 

deferral or a denial, based on circumstances, and the institution may exercise its due process rights as 
outlined in Title II, Chapter 3. 

(6) Campus Addition. The President is authorized to evaluate and approve additions t0 a main or additional 

locations that are apart from the primary location of that campus. Educational activities at a campus 
addition are eligible t0 be evaluated for inclusion within the scope of the accreditation of the managing 

campus provided that the campus addition has been established to meet a specific educational need or 
condition and is authorized by the appropriate governmental education authority, if applicable . 

The managing campus proposing the initiation of a campus addition must submit a Campus Addition 
Application. The managing campus must assure the Council that the educational activities at the campus 

addition complement the overall objectives of the institution . Based on its review of the application 

materials, ACICS may (1) grant final inclusion of the campus addition or (2) deny the app lication. 

A campus addition that is granted final inclusion by the President will be required to undergo a verification 

visit within six months afrer the initial class start date if 50% or more of a program will be offered at the site. 
Following this visit, the Council may require the institution to submit additional information tO satisfy areas 

of concern identified during the evaluation. 

All additions tO the campuses of an institution are evaluated during an institution's regular evaluation for a 
renewal of accreditation . 

(c) New Programs of Study. Changes to an institution's scope of accreditation resulting from the proposed 
initiation of a new program of study, must be approved by the Council following a comprehensive review 
of supporting materials specific t0 the substantive change. Only upon approval of the substantive change 

to the institution's scope of accreditation is the institution or campus authorized tO advertise, recru it and 
enroll students for the new program . 

To further monitor the institution or campus which initiated the substantive change to the institution's 
scope of accreditation, an on-site evaluation visit will be conducted as directed by the Council. 

Following this visit, the Council may require the institution to submit additional information to satisfy areas 

of concern identifi ed during the evaluation. 
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2-2-120 - INITIATION AND EVALUATION OF CHANGES WITHIN CURRENT SCOPE 

All programs and delivery methods must be within the institution's scope of accreditation and receive ACICS ap
proval before recruiting or enrolling students . Programs offered by the institution are appropriately evaluated during 
the institution's initial grant of accreditation and renewal of accreditation evaluations. 

The initiation of a new program, or a change in the overall objective of a currently approved program or in the 
credential level of an existing program requires approval prior to implementation. The initiation of courses and 
programs offered via an online modality also requires approval prior to implementation. An application form and any 
additional documentation specified by ACICS must be submitted. Programs that have not started within one year of 
the proposed start date and programs that have been inactive for at lease three years muse be surrendered as defined in 
Section 2-2-505. Termination of Programs. Institutions or campuses must have demonstrated compliance with 
ACICS standards at a lower credential level before requesting a new program at a higher credential level. 

Any institution or campus on interim reporting to the Financial Review Committee may be required to obtain prior 
permission from ACICS for the initiation of any new program. Any institution or campus under a compliance 
warning, a show-cause directive, a negative action, or in a probation status must obtain prior approval to apply for a 
new program. Addition-.ally, any institution or campus subject to a comprehensive on-site evaluation as a result of 
extensive substantive changes must obtain prior permission from ACICS for the initiation of any new program . 

2-2-121. Changes to Existing Programs. Changes to existing or currently approved programs fall under (a) extensive 
changes and (b) non-substantive changes. 

(a) Extensive Changes . An extensive change to existing program application process must be initiated and 
approval received prior to implementation. Failure to do so will result in a show-cause action for offering 
an unapproved program. The following changes will be considered substantive changes to the institution's 
scope of accreditation and require approval per Section 2-2-100 Substantive Changes: 

1. A 25% increase in the number of clock or credit hours awarded for successful complet ion of an 
existing program. 

11. a change from clock hours to credit hours 

(b) Non -substantive Changes. These include minor changes to existing programs which do not substantially 
alter the scope, objectives and nature of the programs as described in Standard 2-2-151. 

2-2-122. Substantial Changes to Nonmain Campus Operations. Prior notification to ACICS is required when an 
institution decides to make substantial changes to the operation of a nonmain campus. Notice shall be made in 
writing to the President, who is authorized to act on behalf of ACICS in approving such changes . 

Failure to notify and receive approval prior to substant ial change of activity may call into question the accreditation 
of the institution, and further evaluation may be required. 

2-2-151. Non-Substantive Program Changes. Institutions and campuses are required to notify the Council of all 
non-substantive changes to existing programs . Changes in the program name, clock/contact hours, credits awarded or 
program length will be disclosed to the public via the ACICS Web site. The following non-substantive changes will 
be acknowledged: 

(a) Less than 25% change in existing contact hours; credits awarded, curricu lum content (courses offered), or 
program lengt h of a currently approved program within a twelve month period. 

(b) A change in the name of an existing program that does not change the overall objective of the program. 
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(c) A change from semester t0 quarter credit hours or vice versa. 

2-2-152. Non-Substantive Changes to Campus Operations. As a condition for maintaining its accreditation status, 
the institution is expected tO keep ACICS informed of changes affecting campus operations. 

2-2-200 - REDESIGNATION OF CAMPUSES 

2-2-201. Additional Location-to-Main Campus Redassification. An additional location is eligible for evaluation as 
the freestanding main campus of a separately accredited, single campus institution only if it has been operating as an 
approved location for at least two years. Additional locations seeking main campus status must submit the appropri
ate application, audited financial statements certified by an independent certified public accountant for the institu
tion's most recent fiscal year, and undergo an on-site evaluation visit. The visit will not occur until audited financial 
statements are received. 

2-2-202. Reassignment and Consolidation of Campuses. Institutions seeking to reassign the classification of a campus 
or campuses or co consolidate groups of campuses must submit the appropriate application and documentation, 
including the rationale to the Council. The Council will consider the institution's requested grant expiration date for 
the newly formed group of campuses and assign modified or full-team evaluation visits as necessary tO bring the grant 
lengths of the various groups of campuses into alignment . The scope and timing of these visits will be based on the 
length of the grant of accreditation for each group being reassigned or conso lidated, as well as a review of det ermining 
factors such as retention and placement rates, reporting status, complaints and adverse and any other pertinent 
information. No campus will be given an extension of its current grant longer than one year for purposes of the 
consolidation, and new campuses moving through the additional location inclusion process will be visited as part of 
that process, regardless of the consolidation proposal. The Council reserves the right to assign an on-site evaluation 
visit at either the main campus or additional locations at any time as it deems necessary. 

2-2-203. Designation of Centrally Controlled Institution. An institution may apply for classification as a centrally 
controlled institution by submitting an application and attachments on forms provided by the Council. Upon review 
of these materials, an evaluation visit will be conducted at one or more admin istrative sites and designated campuses 
to verify the information submitted and assess the eligibility of the institution for this classification. A full report will 
be submitted to the Council for review and approval. 

2-2-300 - CLOSING OF A CAMPUS 

In all instances of termination of activity at either main or nonmain campuses, ACICS must be assured chat provision is 
made for presently enrolled students to complete the program of instruction for which they have enrolled, eithe r at that 
institution or at another acceptable institu tion. In addition, ACICS must be assured that student academic transcripts 
are safely st0red and protected and that the transcripts will be accessible tO students and alumni indefinitely. ACICS 
and the appropriate regulatory agency must be notified of the arrangements made in this regard. 

2-2-301. Closing of a Main Campus. An institution is required to notify ACICS as far in advance as possible when it 
plans to cease operation . It must complete the appropriate forms describing its plans for teaching out its students and 
for storing and servicing its records and other information necessary for effecting th e cessation of operations as 
smoothly as possible. The institution's grant of accreditation will be revoked as of the effective date of closing . 

When ACICS receives information from any source chat an institution has ceased co operate, it shall immediately 
take steps to verify the information. If the Council believes chat the institution, in fact, has ceased operations, the 
grant of accreditation is summarily suspended . Such action is authorized without prior notice or hearing and with 
immediate public notice. 
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The institution shall be notified of the summary suspension in writing at its address of record. Within 10 days after 
receipt of the suspension notice, the institution may petition ACICS for an expedited determination of whether such 
suspension should be withdrawn. If no petition is filed within 10 days, the suspension automatically shall become a 
revocation effective as of the date of notice of suspension. 

2-2-30 2. Closing of a Nonmain Campus. An institution is required to notify ACICS as far in advance as possible 
when it plans to dose a nonmain campus. It must complete the appropriate forms describing its plans for teaching 
out its students and for scoring and servicing its records and other information necessary for effecting the cessation of 
operations as smoothly as possible. The nonmain campus will cease to be included in the institution's grant of 
accreditation as of the effective date of the dosing. 

2-2-3 03. Teach-out. The Council may direct a currently accredited institutions to provide a school closure plan or a 
formal teach-out agreement in response to adverse information, high cohort default rate(s), low retention and/or 
placement rate(s), financial instability, or other concerns that may call into question the institution's ability to continue 
to serve the educational needs and objectives of its students or to continue as an on-going concern. If an institution 
closes or announces its intent to close, the Council will work co the extent feasible with the U .$. Department of Educa
tion and the appropriate state regulatory agencies to ensure chat students are given reasonable opportunities to complete 
their education without additional charge. An institution chat closes without completing its contractual training obliga
tions to students must refund all unearned revenue. 

Should an institution enter into a teach-out agreement with another accredited institution, the signed agreement 
must be submitted to and approved by the Council prior to implementation. In addition to general information on 
the institutions entering into the teach-out agreement, the agreement must demonstrate chat: 

(a) students will be provided, without additional charge, all of the instruction promised but not yet provided 
by the closing institution; and 

(b) the teach-out institution is geographically proximate co the closing institution or otherwise can provide 
students with reasonable access ro its programs and services, and that it has the necessary experience, 
resources, and support services to provide an educational program that is of acceptable quality and is 
reasonably similar in content, structure, and scheduling to that provided by the closing institution. 

2-2 -400 - O WNERSHIP OR C ONTROL 

The Council at all times muse know who is in control of an accredited institution. The transfer of ownership or a 
change in the control of an institution is a substantial change chat must be reported to the Council. In addition, any 
institution or owning corporation that is contemplating a transaction that may result in a change of ownership or 
control must notify the Council at least 15 days prior to consummating the proposed change. Failure to provide this 
notification in a t imely manner may result in a delay processing the application . Transact ions that constitute a change 
of ownership or control vary depending on the structure of the entity that owns or controls the institution. 

Accredited institutions are owned or controlled by one of several types of corporations, by a limited partnership with 
a corporate general partner, or by a limited liability company, each of which is defined in the following subsections . 
In cases where the entity chat directly owns or controls the institution is a subsidiary of another entity, the Council 
requires information on and monicors the ownership of the controlling entity, the parent entity, and any entities in 
the chain between those two. 

(a) Privately held corporation. A privately held corporation is one chat operates for profit in which one or more 
stockholders own the voting stock of the corporation. The stock is marketable, but a majority of the 
voting scock is not traded on public markets overseen by governmental agencies such as the Securities and 
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Exchange Commission in the United States. The control of a privately held corporation is vested in those 
in control of a majority of the voting stock of the corporation. 

(b) Publicly traded corporation. A publicly traded corporatio n is one that operates for profit in which a 
majority of the voting stock is traded on public markets overseen by governmental agencies such as the 
Securities and Exchange Commission in the United States. The control of a publicly traded corporation is 
vested in the voting members of the board of direccors of the corporation. 

(c) Not-far-profit corporation. A not-for-profit corporation is one that has been determined by a governmental 
agency co be tax exempt for reasons the same as or similar to those set forth in Section 50 I of the Internal 
Revenue Code of the United States. The control of a not-for-profit corporation is vested in the voting 
members of the board of direccors of the corporation. 

(d) Limited partnership with corporate general partner. A limited partnership is one that is organized in 
accordance with the partnership laws of its home jurisdiction. The control of the limited partnership is 
vested in the general partner, which must be a corporation as defined in subsection (a), (6), or (c) above. 

(e) Limited liability company. A limited liability company is one that has been granted a certificate of approval 
under the laws of the state corporation office or other appropriate regulatory body in its home 
jurisdiction. A limited liability company may or may not issue certificates of ownership. The control of a 
limited liability company is vested in the memb ers, whose ownership int erests are defined in the limited 
liability company operating agreement or other such governing document, who are in control of a 
majority of the direct or beneficial ownership interest in the company. 

2-2--401. Change of Ownership or Control A change of ownership or control generally means that a transaction has 
occurred whereby a new person , combination of persons , or entity can exercise control of a corporation or limited 
liability company as described in Section 2-2-400. The following subsections oucline the typical changes of ownership 
or control of the three types of corporations that own accredited institutions , including corporate general partners in 
limited partnerships, and limited liability companies. Transactions other than chose outlined below, however, may 
constitute a change of ownership or control, and the Council reserves the right in its discretion co make the determi
nation of whether a change of ownership or control has occurred in all cases. Institutions, therefore, must keep the 
Council informed of all substantive changes in the ownership of stock and the composition of the board of direccors. 

In addition to the transactions outlined below, any change from one type of entity to another as defined in Section 2-
2-400 constitutes a change of ownership or control. Institutions also are reminded that nonmain campuses cannot be 
bought or sold independ ently of their main campus. 

(a) Privately held corporation. A change of ownership or control of a privately held corporation occurs as a 
result of any of the following transactions: 

(i) the transfer of 50% or more of the total outstanding voting stock from one party or parties to another 
party or parties; 

(ii) a transfer of voting stock that results in the ownership of 50% or more of the total outstanding voting 
stock by any party other than any previous owner of 50% or more of the total outstanding voting 
stock; 

(iii) a transfer of voting stock whereby a stockholder's ownership of outstanding voting stock decreases 
from more than 50% to 50% or less, or from 50% to less than 50%; or 

(iv) any other transa ction whereby a stockholder or group of stockholders who previously could not 
exercise control of the corporation as described in Section 2-2-400 (a) now can exercise control. 
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(b) Publicly traded corporation. A change of ownership or contro l of a publicly traded corporation occurs as a 
result of any of the following transactions or events: 

(i) the change of 50% or more of the voting members of the board of directors in any rolling, 12-month 
period; 

(ii) a change in the number of vot ing members of the board of directors in any rolling, 12-month period 
that will allow a group of directors to exercise control who could not exercise control before the 
change; 

(iii) the acquisition of outstanding voting shares by any ent ity whereby that entity owns 50% or more of 
the total outstanding voting shares; or 

(iv) any other transact ion that is deemed by an appropriate governmental agency to constitute a change of 
control, including but not limited to a transaction that requires the corporation to file Form 8-K with 
the Securities and Exchange Commission of the United States. 

(c) Not-for-profit corporation. A change of control of a not-for-profit corporation occurs as a resulc of any of 
the following occurrences: 

(i) the change of 50% or more of the voting members of the board of directors in any rolling, 12-month 
period; or 

(ii) a change in the number of voting members of the board of directors in any rolling, 12-month period 
that will allow a group of directors to exercise control who could not exercise control before the 
change. 

(d) Limited partnership with corporate general partner. A change of ownership or contro l of a limited 
partnership with a corporate general partner occurs when the corporate general partner has undergone a 
change of ownership or control as defined in subsection (a), (b), or (c) above. 

(e) Limited liability company . A change of ownership or control of a limited liability company occurs as a 
result of any of the following transactions: 

(i) the transfer of 50% or more of the direct or beneficial ownership interest from one member or 
members to another member or members; 

(ii) a transfer of direct or beneficial ownership interest chat results in the holding of 50% or more of the 
total direct or beneficial ownership interest by any member ocher than any previous member who 
owned 50% or more of the total direct or beneficial ownership interest; 

(iii) a transfer of direct or beneficial ownership interest whereby a member's direct or beneficial ownership 
interest decreases from more than 50% to 50% or less, or from 50% to less than 50%; or 

(iv) any other transaction whereby a member or group of members who previously could not exercise 
control of the company as described in Section 2-2-400(e) now can exercise control. 

A change of ownership or contro l also occurs when ownership or control of the primary assets of an instituti on or the 
authority to operate an institution is transferred from the controlling corporation, limited partnership, or limited 
liability company ro another corporation, limited partnership, or limited liability company . A change of ownership or 
control, however, has not occurred when there is a transfer of assets among wholly owned subsidiary corporations or 
between a wholly owned subsidiary corporation and its parent corporation; a transfer of assets from a subsidiary 
corporation to its parent corporation where the parent corporation owns a majority of the outstanding stock of the 
subsidiary corporation; or a transfer of assets among subsidiary corporations where the common parent owns a 
majority of the outstanding stock of the subsidiary corporations. 
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The Council, for purposes of determining ownership or control, views married couples as a single entity, and it views 
closely related family groups as a single entity in most cases where all of the present and future relevant stockholders 
actively participate in the management of the corporation. No change of ownership occurs when stock is transferred 
to a close family member by operation of law or inheritance upon the death of one of the stockholders. 

2-2-402. Contingent Sales. The Council will not grant reinstatement of accreditation after a change of ownership or 
control if the sale of the stock or assets triggering the change of ownership is contingent on approval of the transac
tion by the Council. If the transaction is rescinded as a result of a condition subsequent to the change of ownership 
or contro l of an institution, then the previous owner must apply to the Council for reinstatement. 

2-2-403. Change of Ownership or Control Review Procedures. The following procedures govern the Council's review 
of changes of ownership or control: 

(a) Automatic Discontinuation . Any change of ownership or control results in the immediate and automatic 
discontinuation of an institution's grant of accreditation. The grant of accreditation may be reinstated only 
upon application to and approval by the Council. Because the discontinuation results without action or 
prior approval on the part of the Council, this change in status does not constitute withdrawal of 
accreditation and is not a negative action . 

(b) Reinstatement. After the grant of accreditation has been discontinued, it may be reinstated at the discretion 
of the Council at such time and according to terms and conditions that it has established or may establish 
in the future. Those terms and conditions are set forth in policy statements issued to the field and in the 
change of ownership app lication document chat institutions muse file to initiate the reinstatement process. 
When the Council is not in session, the Financial Review Committee is authorized to grant a temporary 
reinstatement of the grant of accreditation for a period sufficient to permit the Council to review and 
consider the application and all required supporting documentation. 

The Council will conduct a site visit at any institution chat has undergone a change of ownership or 
control within six months of the effective date of the change . The Council will not consider the final 
reinstatement of an institution's grant of accreditation until chis visit has been conducted. In addition, the 
Council may require the new owner(s) or the chief on-site administrator to attend an Accreditation 
Workshop before the final reinstatement of an institution's grant of accreditation will be considered. 

(c) Effect. Until either temporary or final reinstatement of the grant of accreditation is granted, the 
accreditation of the institution remains in abeyance. If approval of the application for reinstatement is 
withheld, the matter will be treated procedurally as a deferral or denial, as the case may be. (See Tide II, 
Chapter 3, Council Actions, for further information.) 

2-2-500 - PROGRAMS OF STUDY REGULATIONS 

2-2-501. Evaluation of Programs for Purposes of Federal Financial Aid. As pan of its evaluation of an institution 
for initial accreditation or renewal of accreditation, ACICS will review the institution's policies and procedures for 
determining credit hour assignments for purposes of awarding federal financial aid . ACICS will evaluate the reliability 
and accuracy of the institution 's assignment of credit hours, as defined by federal requirements, to courses and 
programs and will determine whether this assignment conforms to commonly accepted practice in higher education. 

(a) Credit Hours for Credit Hour Programs. The evaluation of credit hour programs, as defined by federal 
requirements, for purposes of financial aid is based on the following federal definition of a credit hour: 

Except as provided in federal regulations, a credit hour is an amount of work represented in intended 
learning outcomes and verified by evidence of student achievement that is an institutionally established 
equivalency that reasonably approximates not less than-(1) One hour of classroom or direct faculty 
instruction and a minimum of two hours of out of class student work each week for approximately fifteen 
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weeks for one semester or trimester hour of credit, or ten ro twelve weeks for one quarter hour of credit, 
or the equivalent amount of work over a different amount of time; or (2) At least an equivalent amount of 
work as required in paragraph (1) of this definition for other academic activities as established by the 
institution including laboratory work, internships, practica, studio work, and ocher academic work 
leading co the award of cred it hours . 

(b) Credit Hours for Programs that are neither Credit Hour nor Clock Hour Programs. Clock hour programs 
as defined in federal regulations may not assign credit hours for the purpose of awarding federal financial 
aid . However, undergraduate degree programs of less than two years in length and non-degree programs 
chat are not fully transferrable to degree programs of at least two years in length (with at least two 
graduates) at the same institution are eligible to convert clock hours to credit hours for purposes of 
awarding federal financial aid. In doing so, these programs may seek to combine a minimum number of 
hours in a range of hours of student work outside of class with a required minimum number hours of 
instruction alone to meet or exceed a total number of clock hours of instruction. The evaluation of these 
dock-to-credit hour programs is based upon the following federal conversion formulas: 

The institution's student work outside of class combined with the clock hours of instruction meet or exceed 
the following numeric requirements: 

(i) A semester hour must include at least 37.5 clock hours of instruction; 

(ii) A trimester hour must include at lease 37.5 clock hours of instruction; and 

(iii) A quarter hour muse include at lease 25 clock hours of instruction; and 

The clock hours of instruction alone meet or exceed che following numeric requirements : 

(A) A semester hour must include at least 30 clock hours of instruction; 

(B) A trimester hour muse include at lease 30 clock hours of instruction; and 

(C) A quarter hour muse include a least 20 hours of instruction . 

2-2-502. Program Compliance Warning. When the Council determines chat a program at a campus of the institu
tion has fallen below the compliance standard for retention, placement, or licensure pass rares, the institution will be 
provided in writing with a warning regarding the alleged deficiency. The warning will note chat the program will have 
co come into compliance by meeting or exceeding the program-level standard prior ro the expiration of che estab
lished timeframe or be taught out and discontinued or otherwise conditioned. 

A program compliance warning is not a negative or conditioning action and is therefore not appealable. Rather, it is 
issued as an official notification to an institution that a program provided by the institution is out of compliance with 
agency standards. Following receipt of a program compliance warning, the institution must bring itself into compli
ance within the time frames specified in Tide II, Chapter 3, or the institution will be subject to adverse action in the 
form of withdrawal of approval for inclusion of the program within the institution's grant of accreditation. The time 
frames may be extended at the sole discretion of the Council for good cause, including evidence that there has been 
significant improvement in the deficient area(s) and the applicable time frame does not provide sufficient time to 
demonstrate full compliance, e.g., significant improvement in retention, placement or licensure pass rates. 

2-2-503 . Termination of Programs. The withdrawal of approval for a program following the issuance of a program 
compliance warning or a decision by an institution to terminate any program voluntarily muse be appropriately 
communicated co all interested publics . These publ ics include, but are not limited ro, students, governmental agen
cies, the local community, and ACICS. 
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All institutions subject to the withdrawal of approval for a program or who voluntarily terminate an approved 
program will be directed co submit a program termination plan that conforms co the following requirements. New 
students may not be enrolled in any program which cannot be completed prior to the termination date for which 
public notice has been given. Moreover, the institution is obligated co continue to offer appropriate courses, including 
prerequisites , so chat currently enrolled students will be able to complete the program and receive the credential 
which was their designated educational objective. For this purpose, the period of time need not extend beyond 
sufficient time for students already enrolled and maintaining normal academic progress to complete the program . 

Council -directed withdrawal of approval for a program conditions the institution's grant of accreditation with respect 
to the inclusion of the program and therefore is appealable to the Council. Due to the limited nature and narrow 
scope of the withdrawal of program approval, the appea l to the Council may be in writing only. 

To maintain approval, an institution muse demonstrate active enrollment in each program of study. If an approved 
program is inactive for at lease three years, the program will be considered discontinued and will be removed from the 
institution's list of approved programs. To reinstate the program, the institution must initiate a new program applica
tion process. Programs that have not started within one year of the proposed start date will be surrendered . To 
reinstate the program, the institution muse initiate a new program application process. Requests co extend a new 
program 's proposed start date beyond one year of the initial date must be submitted to the President. 

2-2- 504. Contracts or Agreements with Accredited Institutions. A written arrangement between one institution 
eligible to participate in HEA Tide IV financial aid programs and another eligible institution or with a consortium of 
such institutions permits an institution co arrange for a portion of its approved program co be delivered by another 
accredited institution . Contracts or consortium agreements describing these arrangements must be in writing and 
must be disclosed in the catalog. Institutions are advised that specific state and federal regulations may apply. 

(a) The entire consortium agreement muse be submitted to and approved by the Council prior to the 
institution's participation in the arrangement. The institution seeking approval of such an agreement must 
submit documentation that demonstrates that the ocher institution or the members of the consortium 
chat will deliver instruction hold inst ituti onal accreditation from an accrediting agency recognized by the 
U.S. Department of Education and that the portion of the program to be delivered by any other 
institution has been approved by that institution's accrediting agency. 

(b) The consortium agreement must identify how the curriculum and instruction will be monitored, how 
curriculum revisions will be undertaken , and how student grievances will be addressed. The institut ion 
seeking approval of a consortium agreement must acknowledge in writing that it retains ultimate 
responsibility for the delivery of its programs and the satisfaction of its students. 

(c) More than 50% of the program must be delivered by the institution that awards the academic credential. 

2-2- 505. Contracts with Unaccredited Institutions or Entities. An institution may enter into a contract with an 
unaccredited institution or entity for the delivery of up co 25% of a program of study. 

The institution must submit the contract and provide the following information to ACICS for review and approval 
prior to the initiation of the contract: 

(a) a full catalog description of the program and the services to be provided by the contractor; 

(b) a systematic plan for administrative and student evaluations of instru ctors provided by the contractor; 

(c) evidence of the qualifications of faculty to teach the contracted courses; 
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(d) a description of the instructional facilities provided by the contractor; and 

(e) plans for the completion of the program should the contractor fail to provide contracted services. 

2-2-506. Articulation Agreements with Secondary Schools. An institution may enter into an articulation agreement 
with a secondary school to transfer credit for courses taken at the secondary level that are equal to courses offered in a 
postsecondary institution. Articulation agreements must be in writing, periodically reviewed, signed, and dated. The 
institution must maintain a file consisting of the following: (1) a Letter ofl ntent to Articulate signed by both 
institutions specifying the numbers and tides of courses to be articulated, (2) a written description of the standards 
for acceptab le transfer of credit, and (3) a compar ison of the course objectives of the secondary and postsecondary 
courses(s) with signed approvals of both institutions . These credits appear on both the secondary and postsecondary 
transcripts. 

2-2-507. International Partnership Agreements. An ACICS-accredited institution may enter into an international 
partnership agreement with an institution of higher education in a geographic location other than that of the United 
States or its territories. At least 25% of the program must be delivered by the institution that awards the academic 
credential. 

The ACICS-accredited institution must submit an international partnership agreement to the Council and provide 
the following inform ation to ACICS for review and approval prior to the initiation of the partnership agreement: 

(a) evidence provided by the institution or agency that the international partner and the programs to be 
delivered are recognized by an educational approval agency equ ivalent to an accrediting agency recognized 
by the US Department of Education; 

(b) a full catalog description of the program and the services to be provided through the partnership 
agreement; 

(c) a plan which describes recruitment, admission, standards of satisfacrory academic progress; 

(d) a plan which describes student financial relations, including tuition and fees, and refund policies; 

(e) a description of the program(s) of study or courses offered; 

(f) a systematic plan for administration and student evaluations of instructors provided by in the partnership 
agreement; 

(g) evidence of the qualifications of faculty to teach; 

(h) a description of the instructional facilities at the international site; 

(i) a plan for the completion of the program(s) should the international partner fail to provide agreed upon 
services; 

(j) a plan for the safety and security of students, faculty, and staff. 

(k) specify which programs or portions are to be delivered via distance education and how the institutions will 
monitor growth. 
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2-2-600 - OTHER CHANGES 

2-2-601. Change of Name. The Council must be notified and grant approval when an institution decides to change its 
name. Forms are suppl ied for the institution tO explain and justify the change. The President has the authority ro review 

and approve a change in name. The following limitations apply: 

(a) "university" may be used only by those institutions that offer a master's degree. 

These limitations are effective for all Change of Name applications received after January 1, 1997. All institutional 

names approved prior tO that date may be retained. 

2-2-602. Change of Location. The Council must be notified and grant approval when an institution decides tO 

change its physical location or its address and prior to the initiation of classes at any new location. Forms are supplied 
for the institution to explain and justify the change. The President has the authority to review and approve a change 

of location. In addition, the President may require an on-site evalua tion visit as part of its review in order tO deter
mine compliance with Council standards. 
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Chapter 3 Council Actions 

I NTRODUCTION 

When the Council has considered all of the information and reports submitted as a result of the accrediting process, 
it will make a judgment as to an institution's compliance with the Accreditation Criteria. The Council's decision is 
based on the extent of an institution's compliance . The judgment made is referred co as a "Council action ." The 
actions which the Council may take are described in this chapter. Procedures available co institutions co challenge 
those actions and the maximum time frames for achieving final disposition of those actions by the Council also are 
explained. There are four general areas of Council actions: accreditation granted, accreditation deferred, accreditation 
denied, and accreditation withdrawn . 

If the Council determines that an institution is not in compliance with the Accreditation Criteria, it will take prompt 
adverse action against the institution, or it will require the institution to take appropriate action to bring itself into 
compliance with the Accreditation Criteria within a time frame specified by the Council after the institution has been 
notified that it is not in compliance. That time frame will not exceed the following: 

(a) twelve months, if the longest program is less than one year in length; 

(b) eighteen months, if the longest program is at least one year, but less than two years in length; and 

(c) two years, if the longest program is at least two years in length. 

The above time frames may be extended at the sole discretion of the Council for good cause, including evidence that 
there has been significant improvement in the deficient area(s) and the applicable time frame does not provide 
sufficient time co demonstrate full compliance, e.g., significant improvement in completion or placement rates. 

2-3- 100 -ACCREDITATION GRANTED 

If an institution is found to be in compliance with the Accreditation Criteria, ACICS may grant accreditation for a 
specific period of time from a minimum of one year to a maximum of six years. The length of the grant shall be at the 
discretion of ACICS . A grant of accreditation for less than six years is not a negative action and, therefore, is not 
appealable. 

The Council will not grant accreditation for a full six-year term if the grant is awarded following any hearing resulting 
from a previous action to deny accreditation. 

2-3- 101. Admonition. The Council may judge an institution to be generally in compliance with the criteria, but it 
also may wish to call the institution's attention to one or more deficiencies that are not serious enough to preclude a 
grant of accreditation bur that nonetheless must be corrected . In these cases, the institution will be awarded a grant of 
accreditation but will be admonished to correct the deficiencies. An admonition is an instruction to an institution 
either co initiate some prescribed practice or co refrain from some proscribed activity. An admonition does not 
condition the grant of accreditation, bur failure co respond co it could result in a subsequent negative action. 
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2-3-200 - ACCREDITATION DEFERRED 

When an institution is measured against the criteria and is found to be in marginal compliance, or there is insuffi
cient evidence available for the Council to make a decision, ACICS may defer action until a later date pending 
receipt of additional information. In such cases, ACICS will provide in writing the reasons for the deferral, state what 
the institution needs co provide , and invite a response to the finding s by a specific dace. 

Deferral is, in effect, "no action at chis time" and is not a negative action. Therefore, deferral is not an appealable 
act ion. Neither is a deferral a final action . In all cases of deferral on reevaluation of accredited institutions, the 
Council will extend the present grant of accreditation for a period sufficient for the institution to provide the infor
mation needed, including time for procedural due process following the Council's review of the information not to 
exceed twelve months, if the longest program is less than one year in length; eighteen months, if the longest program 
is at lease one year, but less than two years in length; and two years, if the longest program is at lease two years in 
length. 

2-3-300 - ACCREDITATION D ENIED 

Denial of an accredited status is characterized by the Council as a "withholding " action and is differentiated from 
suspension of accreditation, which is a "withdrawal" action . There are two levels of denial. One totally withholds 
accreditation of the institution or an additional location; the other denies approval of a requested substantive change. 
Denial at either level constitutes a negative action and is challengeable by the institution. The process of challenge, 
however, is different for each level of denial as separately described in Sections 2-3-301, 2-3-302, and 2-3-303. In all 
cases of denial, the Council will give the institution written reasons for the denial, which are subject ro modification 
through the appeals processes as later described and explained. Denial actions that are not appealed in accordance 
with the appeals procedures provided by the Council are considered final actions . 

2-3-301. Denial of Initial Grant. An institution that objects to a Council decision to deny an application for an 
initial grant of accreditation has the right and will be given the opportunity to present its case and to be heard by a 
panel of the Review Board of Appeals . At such a hearing, the institution may not present new evidence for consider
ation and must follow the procedu res described in Section 2-3-600. 

2-3-302. Denial of New Grant, Additional Location Inclusion, or Change of Ownership/Control An institution that 
objects to a Council decision to deny an application for a new grant of accreditation, inclusion of an additional 
location , or reinstatement of accreditation following a change of ownership or control has the right co appeal the 
decision to the Review Board of Appeals pursuant to the procedures described in 2-3-604. 

Additionally, in cases of denial of a new grant, additional location inclusion or reinstatement of accreditation follow
ing a change of ownership or control, the Council may place the institution on probation as described in Section 
2-3-800 . 

2-3-303. Other Denial Actions Not Affecting Overall Accreditation. An institution that objects to a Council decision 
co deny an application for add itional location-to-freestanding status or new program inclu sion will be given the 
opportunity to present its case to a panel of the Council and to be heard at a subsequent regularl y scheduled meeting 
of the Council. The institution may offer new evidence chat will be considered by the Council if timely submitted. 

2-3-304. Subsequent Action. If the denial not affecting overall accreditation is affirmed, the denial action beco mes 
final and no further remedy is available to the institution. In all cases of denial , the Council retains discretion to 

specify whether and under what conditions the institution might initiate a request for consideration of the same type 
of application . 
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2-3-400 - ACCREDITATION WITHDRAWN 

"Withdrawal of accreditation" differs from "denial of accreditation" in that denial rejects an institution's application 
for an initial grant of accreditation or for a new grant to take effect upon the expiration of an existing grant of 
accreditation; withdrawal of accreditation takes away a current grant of accreditation before its expiration . Accredita
tion may be withdrawn from an institution through two types of Council action: "revocation of accreditation" or 
"suspension of accreditation." 

2-3-401. Revocation. Revocation occurs without a hearing for any of the following reasons: 

(a) An institution notifies the Council that it has closed and/or ceased operation. 

(b) An institution whose accreditation has been summarily suspended does nor challenge the suspension 
within 10 days of receipt of the suspension notice (see Section 2-2-301). 

(c) The institution fails co file an annual report as required by the Council (see Sections 2- 1-801 and 
2-1-802). 

(d) The institution fails to pay its annual fees, application fees, other assessed fees, or evaluation expenses (see 
Section 2-1-804). 

A revocation action is not appealab le. It requires an institution to start anew and to undergo the entire accreditation 
process to regain accreditation . 

2-3-402. Suspension. Suspension of accreditation may occur when, in the judgment of AC ICS, an institution no 
lon ger comp lies with the criteria . 

By way of illustration, ACICS might issue an order of suspension for reasons such as the following: 

(a) The institution or any of its components (an additional location or new program, for example), is 
evaluated as directed by ACICS and is determined not to be in compliance with the criteria . 

(b) Periodic required reports filed by the institution fail to conform co Council reporting requirements. 

(c) The institution makes substantial or significant change, without notice to ACICS, in its operation, 
structure, governance, ownership, control, location, facilities, or programs of study. 

(d) The institution fails co respond to or cooperate with attempts by the Council to make arrangements for a 
sire evaluation. 

(e) The institution has deviated from the criteria or other directives of ACICS . 

(f) The institution fails to disclose any agreements, options, or other contractual arrangements between the 
institution and other parties which bear on the management or contro l of the main campus or its 
nonmain campuses . 

In all cases of suspension, the Council retains d iscretion co specify whether and under what condit ions the institution 
might apply for an initial grant of accreditation. 

2-3-403. Show-Cause Directive. When the accreditation of an institution is subject to suspension action (other than 
summary suspension under Section 2-2-301) because the Council has reason to believe chat the institution is not, or 
may not be, in compliance with the Accreditation Criteria, the institution will be provided in writing with the alleged 
deficiencies and will be invited to "show cause" why its accred itation should not be suspended or otherwise condi
tioned. 
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A show-cause directive is not a negative or conditioning action. Rather, it is issued to an institution for it t0 come 
forward and prove that a negative or conditioning action should not be taken. However, the opportunity to show 
cause before the Council will be considered tO be a hearing as defined in Section 2-3-500 . A suspension order may be 
issued by ACICS as the result of this hearing, and such action is considered a final action which may only be appealed 
to the Review Board of Appeals as described in section 2-3-600 . Following receip t of a show-cause directive, the 
institution must bring itself into compliance within the time frames specified in Tide II, Chapter 3, or the institution 
will be subject t0 final adverse action . 

In many circumstances, it is possible for an institution co respond to a show-cause d irective in writing by which it 
demonstrates correction of the condition upon which the directive was based. When the reasons for the show-cause 
are sat isfied, the directive may be lifted either by the President in cases where no evaluation is involved or by ACICS 
in cases where evaluation of additional material is required and following such evaluation. All institutions directed by 
the Counci l tO show cause why their accreditation should not be suspended or otherwise condit ioned will be directed 
tO submit a school closure plan and may be required co submit a teach-out agreement as described in Section 2-2-303 
of the Accreditation Criteria. 

2-3-404. Proceduml Guarantees. In all cases where accreditation is subject tO withdrawal by suspension under 
Section 2-3-402, the institut ion is afforded the following procedura l guarantees: 

(a) Opportunity for a hearing before ACICS on all material issues in controversy . 

(b) Written prior notice of the proceedings, the charges levied, and the standards by which the institution 
ultimately is tO be judged. 

(c) A dec ision on the record alone and a statement of reasons for the ultimate decision. 

(d) A righ t of appeal as provided in Section 2-3-600. 

(e) If the Review Board of Appeals affirms the withdrawal of accreditation by way of suspens ion, the appeal 
shall be deemed co be finally disposed of upon issuance of the decision and publication will be made as 
descr ibed in Section 2-3-607 . 

2-3-500 - CO UNCIL H EARING PRO CEDURES 

The following procedures will govern hearings tO be held before the Council: 

(a) The request for a hearing must be made by a dace determined by the Council, which will not be less than 
10 days from the date of receipt of the letter of notification of the show-cause direct ive. The request for a 
hearing must be in writing and signed by the chief executive officer of the institution . Upon receipt of the 
request for a hearing, the Council will notify the institution of the procedures to follow to prepare for the 
hearing, including the dates by which the institution must submit its response to the show-cause directive. 

(b) The institution shall have the right to respond with evidence and facts concerning the areas of 
noncompliance with which it has been charged, to raise all reasonable questions, and to present evidence 
in opposition to or extenuation of the charges of noncompliance. Such written evidence must be 
submitted by the date prescribed by the Council unless the institution can show chat such information 
was not available before the submission dace and that failure to make a timely submission was outside of 
the institution's control. 

(c) At the hearing, the institution may present only evidence not already considered. The institution may 
send one or more representatives, including legal or financial counsel, to present its argument in 
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opposition to or extenuati on of the Counci l action. The Council transcribes all such hearings for its 
records. A copy of the transcript is available to the institution upon request. 

2-3-501. Hearing Format. Hearings before the Council resulting from a show-cause directive and involving areas of 
noncomp liance other than or in addition to financial concerns will take place befo re a panel of commissioners. 

A hearing panel will be designated by the Council to hear the presentation of the institution. The panel will present 
its findings and its recommended action to the full Council, which will make the final decision in a time frame not to 
exceed twelve months, if the longest program is less than one year in length; eighteen months, if the longest program 
is at least one year, but less than two years in length; and two years, if the longest program is at least two years in 
length from the time the institution was found out of compliance with the Accreditation Criteria. 

2-3-502. Financial Hearings. All hearings before the Council for financial concerns only will be heard by a panel of 
at least three comm issioners, which will includ e at least one representative of the Financial Review Committee . The 
panel will present its findings and its recommended action to the full Council, which will make the final decision in a 
tim e frame not to exceed twelve months, if the longest program is less than one year in length; eighteen months, if 
the longest program is at least one year, but less than two years in length; and two years, if the longest program is at 
least two years in length from the time the institution was found out of compliance with the Accreditation Criteria. 

2-3-600 - IlEvIEW BOARD APPEAL PROCESS 

For chose institutions that appeal to the Review Board of Appeals a denial action as described in Sections 2-3-301 and 
2-3-304 or a suspension action as described in Sections 2-3-402 and 2-3-404, the Council has established procedures 
designed to provide due process. 

2-3-601. Purpose and Authority of Revi ew Board. The Review Board of Appeals is a separate, independent appeals 
body established by the Council for the purpose of hearing appeals by institutions for actions specified in Sections 
2-3-301, 2-3-304, and 2-3-402 . 

2-3-602. Appointment of Members. The Review Board of Appeals shall consist of fifteen ( 15) persons, all of whom 
have had experience in accreditation, who are appointed to three-year terms. A person appointed shall not have been 
a commiss ioner within one year prior co appointment. The Review Board of Appeals shall consist of at least two (2) 
academic representatives, two (2) administrative representatives, and three (3) public members, as defined in Appen
dix A. 

A Review Board of Appeals panel of three to seven persons, depending on the scope and complexity of the matter or 
institution being reviewed, will be designated by the Council from the entire Review Board to hear an appeal from an 
institution. The Council also will designate one member of the Review Board panel to serve as chair. 1he selection 
and actions of the panel are subject to ACICS conflict of interest policies. A Review Board Panel will consist of at 
least one (1) public, one (I) administrative and one (I) academic representative as defined in Appendix A. 

2-3 -603.Jurisdiction and Authority. The Review Board of Appeals is empowered to review, upon notice of appeal 
timely filed, actions specified in Sections 2-3-301, 2-3-304, and 2-3-402. The Review Board panel has the authority 
to: 

(a) affirm the decision of the Council; 

(b) amend the decis ion of the Counc il; 
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(c) reverse the decision of the Council; or 

(d) remand the case to the Council with recommendations for further consideration. 

The Review Board panel may amend or reverse the decision of the Council or remand the case co the Council for 
further consideration only if it finds the decision was: 

(i) arbitrary, capric ious, or oth erw ise in substantial disregard of the Accreditation Criteria, or 

(ii) not supported by substantial evidence in the record on which the Council took the negative action. 

The Review Board panel cannot amend or reverse the decision of the Council or remand the decision based on 
argument by the appellant that the Council action was disproportionate to the violations cited . The Review Board 
panel is further limited in that it has no jurisdiction or authority concern ing the reasonableness of the Accreditation 
Criteria. 

A determination by the Review Board panel to affirm th e Council's decision is effective immediately upon th e Review 
Board panel's action. A determination by the Review Board panel to amend, reverse, or remand the Council's 
decision will be referred co the Counci l for implementation and further action . 

Except as noted below, Review Board panels will not consider any evidence that was not in the record before the 
Council. Documents reviewed by or available to evaluation teams are not considered to be part of the record unless 
they are appended co the team report or the institution subm its them to the Council as part of the institution's 
response to the evaluation team report. 

An exception co the policy on evidence will be made where a final adverse action is based solely on the failure of an 
institution to comply with the standards of financial stability. In that case, the institution on one occasion may seek 
review of significant financial information that was unavailable co the inst ituti on prior to the determination of the 
adverse action and chat bears materially on the financial deficiencies identified by the Council. The Financial Review 
Committee will determine if che new financial information subm itted by the institution is significant and material. If 
these criteria are met , the Financial Review Committee will provide a report of its review to the Council , which then 
will reconsider its adverse action in light of the new information. If the Council reaffirms the adverse action, the 
Financial Review Committee report and the result of the Council's recommendation will become part of the record 
under review before the Review Board. 

The panel aces on behalf of the ent ire Review Board. Ther efore, a decision of a Review Board panel is final and will 
not be considered further by the full Review Board. In cases remanded to the Council for reconsideration, the Review 
Board pan el will identify specific issues that the Counci l muse address. With respect to a Review Board panel decision 
that is implemented by or remanded to the Council , che Council will act in a manner consistent with the Review 
Board panel's decisions or instructions. 

2-3-604. Request fm· Appeal. To exercise its right of appeal, the institution muse file a request for a hearing before the 
Review Board of Appeals within a time frame determined by the Council, normally not more than 10 days from date 
of receipt of notification of the denial or suspension action . Th e request for a hearing muse be in writing and signed 
by the chief execucive officer of the institution. Upon receipt of the request for a hearing, the Council will notify the 
institution of procedur es co follow in preparing for it. 

2-3-605. Hearing of Appeal The hearing will be held at a time and place designated by the chair of the Review Board 
panel. Three members will constitute a quorum. 

If the appealing institucion intends to submit a written appeals brief or statement of points , it muse be received by che 
Review Board panel and th e Council at least 15 busin ess days prior co the hearing dace. 1h e Council's reply bri ef 
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must be received by the panel and the appealing institution at least seven business days prior to the hearing. The 
Review Board panel chair will preside at the hearing and will rule on all procedural matters. There will be no right to 
cross-examine the opposing party or its representatives . 

The Council transcribes all Review Board hearings for its own records . A copy of the transcript is available co the 
institution upon request. 

The hearing shall be as informal as may be reasonable and appropriate under the circumstances. Both the Council 
and the institution may appear by or with counsel or other representative. The institution may waive a personal 
appearance, in which case the matter will be handled solely on briefs. 

The chair of the Review Board panel may promulgate such additional rules of procedure for the scheduling and 
conduct of hearings as are consistent with these procedures. 

2-3-606. Decision of the Review Board. Every decision must have the concurrence of the majority of the Review 
Board panel. Within a reasonable time after the conclusion of the hearing, the hearing panel shall issue in writing its 
decision with a statement of its reasons and recommendation, if any, to the Council. The decision will ind icate those 
members of the Review Board panel who concur with the decision. Dissenting opinions may be filed. The majority 
decision with dissenting opinions, if any, will be furnished to the institution. 

2-3-607. Council Receipt of Review Board Decisions. Decisions by the Review Board panel are transmitted co the 
Council for disposition and publication. 

If the Review Board panel affirms the prior decision of the Council, there is no further remedy available within these 
procedures. The Council's decision is final, and immediate publication is automatic. If the Review Board panel 
remands the matter, the case shall be deemed to be finally disposed of when the Council cakes final action on remand. 

2-3-608. Expenses of Appeal Hearing. The institution shall bear the following expenses in connection with the 
appeal: 

(a) travel and subsistence of the Review Board panel members participating in the hearing; and 

(b) cost of the hearing room and transcription. 

An appeals deposit must be made with the Council at the time of the filing of the notice of appeal described in 
Section 2-3-604. This deposit shall be applied to the expenses listed above, and any excess deposit will be returned to 

the institution. 

2-3-7 00 - COMPLAINTS AND AoVERSE I NFORMATION 

Procedurally apart from Council actions heretofore described and explained, ACICS receives and is obligated to 

investigate legitimate complaints about an institution from any source, that in any way pertain to ACICS criteria. 

Also, ACICS periodically receives and may investigate information from federal or state agencies or other accrediting 
agencies, or through public media sources, which may indicate possib le criteria violations. Adverse information may 
include, but is not limited to, low completion races, low placement rates, high default rates, tuition refund problems, 
negative audits or program reviews, and governmental agency investigations. 

When the staff of ACICS, with delegated authority to do so, determines that a complaint or adverse information war
rants investigation, it will notify the chief executive officer of the institution in writing about the complaint or 
adverse information, and a copy of the information will be provided. The institution is requested to submit to the 

Effective April 14, 2014 33 



TITLE II CHAPTER 3 

Council office its version of the conditions or circumstances which led to the complaint or adverse information. The 

complainant also will be informed in writing that the institution has been contacted and has been requested to 
provide information. Any governmental agency providing adverse information to the Council may be informed at the 

discretion of the Council of the action taken on the adverse information. 

The role of the Council in resolving comp laints and investigating adverse information is to determine whether the 

institution is out of compliance with one or more accrediting standards to which the complaint is addressed or to 

which the adverse information applies. After such determination, ACICS may then do one of the following: 

(a) dismiss the compla int or terminate further investigation of the adverse informat ion; 

(b) postpone a final act ion on the complaint or adverse information if there is evidence that the institution is 
making progress to rectify the situation or if more investigation is necessary; or 

(c) notify the institution that, on the basis of information available, ACICS has determined that the 
institution is failing to comply with the Accreditation Criteria and that the institution is: 

(i) directed to show cause why its accreditation should not be suspended, revoked, or otherwise conditioned; 

(ii) directed to submit a report to ACICS detailing plans for rectifying the area(s) of noncompliance; or 

(iii) directed to undergo a spec ial on-site evaluat ion . 

The Council will inform the complainant of the determination by the Counci l and the disposition of the compla int. 

2-3-800 - PROBATION 

Probation is a status that the Council may impose on an institution if the institution is unable to demonstrate that it 
consistently operates in accordance with the Accreditation Criteria. 

2-3-801. Imposition. Probation may be imposed by the Council either when it continues a show-cause directive after 
at least one hearing either in person or in writing, or after an institution has notified the Council that it intends to 

appeal a denial action . 

2-3-802. Result of Probation. The Council will not accept any applications for new programs or new campuses from 
any institution on probation unless the institution receives approval in advance to submit such an applicat ion. 

2-3-803. Probation Lifted. Probation does not expire automatically. Instead, the institution is obligated to demon

strate to the Counci l that the conditions or circumstances which initi ally led to the imposition of probation have 
been corrected before probation will be lifted. Probation may be continued even if the show-cause directive has been 
vacated . The Council may order a spec ial visit at the institution's expense before lifting probation. 

2-3-804. Notification of Probation. The Counci l will notify the U.S. Secretary of Education, appropriate state 

regulatory agencies, other appropriate accrediting agencies, and the public of its decision to place an institution on 
probation. The institution is required to notify imm ediately in wr itin g its current and prospective students that it has 

been placed on probation by its accrediting agency. 
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2-3-900 - SPECIAL AND FACT VISITS 

The Council reserves the right tO initiate special on-site evaluation visits tO or request specific reports from an institu
tion at any time, both of which are to be completed under conditions and within a time frame determined by 
ACICS . Refusal of an instituti on to respond to or cooperate with such requests shall be grounds for suspension of its 
grant of accreditation. 

At any time ACICS has substantive evidence or information that an institution is in jeopardy of having its eligibility 
status with a federal or state agency or its accreditation status with another accrediting agency cond it ioned, ACICS 
may direct a special on-site evaluation visit to that institution. The purpose of the visit will be to ensure that the 
students in the institution are not being harmed educationally because of the institution's alleged noncompliance with 
federal or state statutes or regulations or another accrediting agency's standards and criteria . 

The Counc il also may direct a Fast Assessment and Compliance Team (FACT) visit tO investigate and report on 
alleged improper practices at ACICS institutions. 

The Council retains discretion to determine the size and composition of special and FACT teams and the length and 
breadth of the evaluation. In making these decisions, the Counci l will consider the issues and factors that prompted 
the visit, the size of the institution, and the nature of the institution's offerings. 

2-3-1 000 - DEBARME NT 

The Counci l may bar a person, including spouses and closely related family groups as defined in Section 2-2-401, 
from being an owner or senior manager of an ACICS-accredited institution if chat person was an owner or manager 
of an institut ion that lost it its accreditation as a result of a denial or suspension action or that closed without provid
ing a teach-out or refunds tO students matriculating at the time of closure. 

The Council will notify a person or persons whom it intends to bar as the result of denial or suspension action within 
four mont hs following the loss of the institution's accreditation. It will notify a person or persons whom it intends co 
bar as the result of the closing of an institution within a reasonable period of time following the closure, normally not 
more than six months following the closure of the institution. In each case, the Counci l will forward an intent co bar 
notice by both express and first-class mail to the last institutional mailing address known to the Council, unless the 
Counci l has received updated mailing information following the institution's closure or loss of accreditat ion. Those 
individuals will be considered notified when the Council has forwarded the intent to bar notice in accordance with 
these procedures. 

The intent co bar notice will inform the person(s) chat they are entitled co present information and materials in 
writing or in person tO challenge the int ent tO bar at the next scheduled meeting of the Counci l. The notice will 
stipulate that if they intend to challenge the intent to bar, the person(s) must inform the Council office in writing 
within ten days of receipt of the notice as to whether they desire a personal appearance before the Council , or 
whether they will challenge the intent to bar in writing. A debarment order may be issued by the Council as a result 
of its consideration of the facts presented. Notice of the Cou ncil's decision will be sent to the individual(s) by first 
class and certified mail within ten days following their challenge before the Council. 

The Council retains final discretion to establish the terms and length of the debarment. The length of debarment will 
vary depending on the circumstances that led to the debarment decision, but it typically will be for a period of at least 
one year and not more than three years. Individual circumstances may justify a longer period of debarment. 

A person or persons barred by the Cou ncil may appeal this decision tO the Council in accordance with such debar
ment appeals procedures as the Council may establish. The Council's decision is final if the person elects not to 
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appeal or if the Counci l affirms its decision following appeal, and no additional appeal right s are available under these 
procedures. 

After considering an individual's challenge to the intent to bar or when no challenge is presented , the Council's 
decision to bar an individual is final. No appeal rights are available und er these proc edur es. 
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Chapter 1 

INTRODUCTION 

EVALUATION STANDARDS 

General Standards Applicable To All 
Institutions 

This section of the Accreditation Criteria comprises the most heavily weighted part of the accrediting process. Chapter 
1 states and explains the minimum operational and educational practices expected of all institutions , whatever 
methodology and mode of educational delivery is used and wherever the institution provides educational activities. 
Inasmuch as these are minimum expectations, extreme deviation from them is not permitted . The Council, whi le 
encouraging innovation at institutions and attempting to be somewhat flexible in its interpretation of these standards, 
does not grant waivers on criteria pertaining co good educational practice . 

Chapters 2-6 contain additional criteria which are applicable to institutions offering nondegree programs and 
programs culminating in occupational associate's, academic associate's, bachelor's, and master's degrees. The Council 
recognizes that some requirements of these standards may not be appropriate for entities, and it may waive specific 
standards on a case-by-case basis. 

3-1- 100 - MI SSION: PURPOSE AND O BJECTIVES 

Every institution must have a mission which is its specific purpose for existing. This mission, cogether with a set of 
objectives to accomplish it, must be summarized in a mission statement. The objectives should be devoted substan
tially co career-related education and should be reasonable for the program of instruction, mode of delivery, and 
facilities of the institution. 

Institutions may exhibit a variety of missions, ranging from those which have a singleness of purpose to chose which 
are multi-purpose. 

3- 1-101. Disdosure . The mission statement of the institution, its purpose, and its supporting objectives must be 
stated in the catalog and in other publications readily available co the public. The mission statement must be ex
pressed in terms readily understandable by a prospective student, parents, the public, and other educational institu
tions. 

3-1-102. Implementation. The institution is measured both in terms of its stated purpose and in terms of its consci
entious endeavor to fulfill this purpose. The faculty, financial resources, physical plane, administration, management, 
and educational activities shall be appropriate and committed co successful implementation of the stated mission of 
the institution. 

3-1-11 0 - INSTITUTIONAL EFFECTIVENESS 

An important indication of the overall effectiveness of an ACICS-accrediced institution is the degree co which it 
meets its own predetermined educational outcomes . Each campus of an ACICS-accredited institution, consistent 
with its mission, shall develop and implement a Campus Effectiveness Plan that identifies how it plans to assess and 
continuously improve its educational progran1s and processes, and chat addresses its ability to meet the educational 
and occupational objectives of its programs. In chis document, each campus should attempt to incorporate short-
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term objectives t0 be accomplished in order to achieve the mission of the institution as it applies to the campus and 
its future goals. 

3-1-111. Campus and Institutional Effectiveness Plans. Each campus shall have on file a Campus Effectiveness Plan 
(CEP). A main and its additional locations may share aspects of an CEP, such as the mission, but each main and 
additional location is expected to have its own plan for effectiveness that describes the characteristics of the programs 
offered and of the student population, describes what types of data will be used for assessment, identifies outcomes, 
and states how continuous improvement will be made tO improve or enhance outcomes at the campus. A centrally 
controlled institution must also submit a consolidated Institutional Effectiveness Plan (IEP) containing information 
and data on the institution as a whole. The IEP of a centrally controlled institution is due on or before September 15 
annually. 

For the Campus Effectiveness Plan, the following six elements, at a minimum, will be evaluated for institutional 
effectiveness: 

1. student retention rates; 

2. student placement rates; 

3. level of graduate satisfaction; 

4. level of employer satisfaction; 

5. student learning outcomes; and 

6. graduation rates [when available]. 

In compiling the data needed to assess the six elements, each campus shall identify and describe how the data were 
collected, the rationale for using each type of data, a summary and analysis of the data collected, and an explanation 
of how the data have been used to improve educational processes. Baseline data must be identified for each of the six 
elements. 

For example, the data needed tO demonstrate student learning outcomes includes baseline data and data to support 
that student learning has occurred. Examples of data may include, but are not limited to, course grades, GPA, CGPA, 
pre- and pose-tests, entrance assessments, portfolios, standardized tests, professional licensure examinations, and ocher 
measures of skill and competency attainment. Placement data should not be used exclusively to validate student 
learning outcomes. 

Each campus shall publish annual placement and retention goals. In formulating these goals, the campus shall take 
into account the retention and placement rates from the previous three Campus Accountability Reports and the 
specific activities that will be undertaken to meet those goals. Th e activities must demonstrate the campus' ability to 

maintain or improve retention and placement outcomes each year. 

Institutions are encouraged to include additional information in their plans which is relevant to improving their 
overall effectiveness. 

For the Institutional Effectiveness Plan of a distributed enterprise institution, the following elements will be evaluated 
for institutional effectiveness, at a minimum: 

PLANS 

1. Mission and Objectives of the distributed enterprise institution 

2. Strategic Planning Objectives 

3. Long Range Planning Goals and Timelines for: 

a. Expansion and addition of campuses 
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b. Student enrollment 

c. Retention and placement rates 

4. Plans for Continuous Improvement 

DATA 

1. Three (3) years of retention and placement trend data for the institution 

2. Three (3) years of retention and placement trend data for each program 

3. Student demographic data for the institution 

4. Comparison and analysis of baseline data between campuses 

5. Analysis of cohort default rates for the institution 

6. Assessment oflearning outcomes across the institution 

7 . Graduation Rares 

PROCESS 

1. Composition of the institution's IEP team 

2. Institutional process for curriculum review 

3. Compliance monitoring and internal controls 

3-1-1 12. Implementation and Monitoring of Campus and Institutional Effectiveness Plans. Distributed enterprise 
institutions and all campuses shall document that the specific activities listed in the plan are carried out and that 
periodic progress reports are completed to ensure that the plan's activities are implemented. Appropriate individuals 
should be assigned responsibi lity for implementing and monitoring the Campus and Institutional Effectiveness Plans. 

3-1-113. Evaluation of Campus and Institutional Effectiveness Plans. Distributed enterprise institutions and all 
campuses shall evaluate the plan, its goals, and activities at least annually. Evaluation requires the determination of initial 
baseline rates and a measurement of results after planned activities have occurred. Distributed enterprise institutions and 
all campuses shall maintain documentation of historical outcomes and show evidence of how this docum entation is used 
to achieve expected goals. Distributed enterprise institutions and all campuses should adjust their goals accordingly as a 
result of an evaluation of the Institutional and Campus Effectiveness Plans. 

3- 1-200 - O RGANIZATION 

Each institution should have an organizational structure designed to promote among all staff and faculty a spirit of 
understanding, cooperation, and responsibility. Performance standards and monitoring controls need to be employed 
to insure adequate administrative functioning . The annual budget expenditures should be adequate ro properly carry 
out the stated educational objectives of the institution. 

3- 1-20 1. Disclosure. 1l1e governance, control, and corporate organization of the inst itution shall be stated in appro
priate publications, including the catalog, together with the names of the trustees , directors, administrators, and 
officers. 
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3- 1-202. lnteg;rity. The integrity of an institution is manifested by the professional competence, experience, personal 
responsibility, and ethical practices demonstrated by all individuals comprising the ownership, control, or manage
ment . 

An institution must assume full responsibility for the actions, statements, and conduct of its representatives and 
must, therefore, select each of them with the utmost care, provide them with adequate training, and arrange for 
constant and proper supervision and evaluation of their work . The Council considers the following to be important : 

(a) Emphasis shall be placed upon the efficiency and effectiveness of the overall administration of the 
institution . Attention shall be given to educational activities, admissions, student financial aid, financial 
operations, plant and equipment, student services, and compliance with applicable local, state, and federal 
laws. The degree of institutional compliance with the criteria in these areas is a measure of the 
administrative capability of the chief on-site administrator of a main campus or additional location and, 
for a distributed enterprise, the designated chief administrator of the institution . 

(b) The institution must maintain written evidence that faculty and staff members clearly understand their 
duties and responsibilities, know the person to whom they report, and understand the standards by which 
the success of their work is measured. A copy of the document describing these terms and conditions shall 
be given to the faculty and staff member and a copy maintained by the institution. The admin istration 
must maintain documentation of the evaluation of the faculty and staff. 

(c) In the administrative organiza tion of the institution, the professional integrity of the faculty and staff shall 
be respected. Administrative decisions shall not inhibit the academic freedom of the faculty. The 
institution shall adopt a policy assuring academic freedom and communicate the policy to all faculty. 

(d) An institution shall establish, publish, and implement appropriate grievance policies and procedures for 
considering complaints received from students, employees, and other interested parties. The grievance 
procedure for students shall be published in the institutional catalog or student handbook and shall 
include the nam e and address of ACICS. 

3-1-2 03. Financial Stability. The financial well-being of an institution requires constant oversight by competent 
managers . 

The institution shall have adequate revenues and assets to meet its responsibilities, to ensure continuity of service, and 
to accomplish its mission. Budgetary practices should reflect a balanced application of resources to operations; the 
amount of expenses and debt must not burd en the educational objectives of the institution; the proportion of the 
budget allocated to instructional programs must be adequate; and the financial profile of the institution must support 
the intent of its objectives. 

3-1-300 - ADM INISTRATION 

Each institution must coordinate its administrative functions to best serve its educational mission. All staff should be 
well trained to carry out administrative functions. Detailed recordkeeping enhances the management of the institu
tion. 

3- 1-301. Management. Each institution shall have a chief executive officer. Moreover, each institution also shall have 
a qualified on-site administraror at the main can1pus and at all additional locations . This person must be made known 
to ACICS and shall be responsible for the implementation of the stated mission as determined by the institution's 
governing body. The staff continuously shall evaluate the programs of study, student activity program, guidance 
services, financial aid services, instructional procedures and resources, and ocher aspects of the educational program of 
the institution. The chief executive officer shall seek to improve the educational progran1 as a result of such evalua-
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tion. A current copy of the Accreditation Criteria shall be maintained by each main and additional location and shall 
be available to faculty and staff. 

3- 1-302. Evidence of Degrees. Institutions listing degrees of staff members in the catalog shall have on file appropriate 
evidence of the degrees. Copies of either transcripts or diplomas are acceptable. 

3-1-303. Records. Careful recordkeeping is crucial to the smooth day-to-day operation of an institution. The data 
from these records are important to the institution for future planning, to students for informational purposes, and to 
evaluation teams during school visits. All such records should be maintained at each institutional site or shall be 
available at each site during evaluation visits. The Council expects at least the following: 

(a) Adequate records shall be kept by each institution relative to administrative operations. These include 
financial aid activities, admissions, curriculum, accreditation and licensure, guidance, instructional resources, 
supplies and equipment, school plant, faculty and staff, student activities, and student personnel. 

(b) For all students admitted under an ability-to -benefit determination, the institution shall maintain records 
of the validated test scores, initial and periodic academic and career advising, and any other factors used 
by the institution to support its admissions determination. 

(c) For institutions admitting students under an ability-to-benefit determination, documentation shall be 
maintained to evidence the relationship between test cut-off scores on whatever test the institution uses 
and successful academic or employm ent outcomes. 

Such records could include such data as admissions rate (acceptances versus rejections), completion rate of 
chose enrolled, general placement rate, or specific career placement rate. 

For students tested and enrolled based on a test's validity to predict aptitude, the test score should predict 
successful completion of the program. Institutions muse develop longitudinal data comparing the test 
cue-off score(s) utilized for acceptance with the eventual success of students. 

An institution admitting a high percentage of applicants based on testing and losing a comparably high 
percentage of chose student s before completion (even allowing for factors other than ability) may not be 
using the appropriate test to measure aptitude, or the cut-off score for admission is coo low, or both. The 
use of the minimum cue-off scores determined by the U.S. Department of Education will not , in and of 
itself, satisfy the requirements of this section. 

(d) For high school graduates or those with high school equ ivalency, the institutio n shall have on file evidence 
that the student has received a high school diploma or its equivalent. A signed statement by the student is 
acceptable documentation. The student's record also may include personal background information, 
evidence of other educational experiences (including certificates, diplomas, or degrees earned), or 
information about the ability of the student to benefit from the educat ion offered, including any aptitude 
testing information or recommendations from other sources. 

(e) A permanent academic record (transcript) of the student's progress shall be maintained. Compatible with 
the institution 's mission, the transcript shall indicat e student accomp lishment in terms of clock hours, 
units of credit, or some other recognized system. The grading system used shall be fully explained on the 
transcript and must be consistent with that appear ing in the institutional catalog. 

(f) All basic records and reports pertaining to students shall be safely protected. Acceptable methods of 
protecting records from theft, fire, water damage, or other possible loss include appropriately fire-rated file 
cabinets (that can be and are locked when not being used); a central location such as a vault, the entirety 
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of wh ich is protected; and microfilmed records, computer disk, backup tape, printout records, or other 

hard copies of records protectively scored off the premises. 

(g) Certa in basic records shall be maintained by the institution for a specified period of time. Transcripts 
should be kept indefinitely, and admissions data and other records should be kept for at least five years 

from the last day of attendance. Financial aid records shall be ma intained according co the guidelines 
established by the funding source . 

3-1- 400 - REL ATIONS WITH ST UDENTS 

Each institution should strive co ensure chat its relations with students always reflect the highest ethical standards and 
conform to all applicable laws and regulations. Each institution also is required to develop a program of student 

services that is consistent with its stated mission , including services provided for students attending additional 
locations and campus additions . Such services should support the educational program and reflect the institution's 
concern for the welfare of the student. 

3-1-410 - AD MISSIONS AND RE CRUITMENT 

It is up to an institution to establish its own admissions criteria. It is the responsibility of ACICS to ensure that all 
who are enrolled are accorded equal educational opportunity . 

The ultimate responsibility for the activities of an institution's employees, vendors, contractors, or agents in the 

referra l, recru iting, evaluation, and admiss ions processes always remains with the institution . An inst itution may not 

delegate without supervision these activities to anyone whose economic incentives are to recruit prospects through 
means chat are unethical or subject to public criticism or co admit ill-pre pared applicants. The institution may not 
contrac t, directly or ind irectly, with third parties who are generally unfamiliar with the inst itution. "Non-employees" 

are independent contractors who are not considered "employees" under the Internal Revenue Code. 

Institutions participating in Tide IV programs must be aware of regulations imposed by the U.S. Department of 

Education as they apply to recruiting practices . 

3-1-4 11. Admissi ons. The admissions pol icy shall conform co the institution 's mission , shall be publicly stated , and 

shall be administered as written. The following minimums apply: 

(a) The requirements for students admitted to programs leading to a certificate, diploma, or degree shall 
include graduation from high school or its equivalent, or demonstration of the student's ability to 

complete the program, as provided for by governing laws. 

(b) It is the responsib ility of the institution to maintain student records which reflect the requ irements for 

admission of all students. 

(c) Institutions are not precluded from admitting, under different requirements, students who are beyond the 

age of compu lsory school attendance or who may be otherwise specially circumstanced, such as: 

(i) having financial sponsorship through contractual arrangements with public or private organizations; 

(ii) having identifiable needs requiring remedial instruction as a supplement to the regular curriculums; 

(iii) participating in innovative postsecondary programs specially described co ACICS; or 

(iv) being enrolled in individual courses not leading to an academ ic credent ial. 
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3-1-412. Recruitment. Recruiting shall be ethical and compatible with the educational objectives of the institution. 
The allocation of an institution 's financial resources for purposes of recruitment shall be consistent with the stated 
mission of the institution. The following minimums apply: 

(a) An institution shall ensure that any person or entity engaged in admissions or recruitment activities on its 
behalf is communicating current and accurate information regarding courses and programs, services, 
tuition, terms, and operating policies. 

(b) No prospective student names obtained as a result of a survey, canvass, promise of future employment or 
income while a student, or other marketing activity by an institution may be used for recruitment 
purposes unless the name of that institut ion is clearly identified and purposes of such activity are 
communicated to the respondent. Th is does not preclude the use of surveys or other studies to determine 
the emp loyment needs and the educat ional desires of the local community. 

(c) An institution shall conform to the laws and regulations of each of the states in which it operates and shall 
ensure that each of its representatives is properly licensed or registered as required by the laws of that state. 

(d) Representatives of an institution shall use only chose titles which accurately reflect their actual duties and 
responsibilities. Recruitment and enrollment personnel may not be designated as counselors or advisors and 
may not make final decisions regarding financial aid eligibility, packaging, awarding, and disbursement. 

(e) Referrals are permitted, and the referrer may be paid a fee so long as the referrer provides full disclosure 
and does not misrepresent the purposes of solic iting a prospective referral and such payments do not 
violate state or federal laws. 

(f) All recruiters must be supervised by the institution's administration to ensure that their activities are in 
compliance with all app licable standards. 

3-1-413. Transfer of Credit. An institution shall evaluate and consider awarding proper academic cred it for credits 
earned at institutions accredited by agencies recognized by the United States Department of Education . The institution 
shall establish and adhere to a systematic method for evaluating and awarding academic credit for those courses that 
satisfy current program course requirements. Written policies and procedures must clearly outline the process by 
which transfer of academic credit is awarded. The institution shall make public its policies on transfer of credit, 
including a statement of the criteria established by the institution by which a determination is made with regard to 

accepting cred its from anot her institution and if applicable, a list of institutions with which the institution has 
established articulation agreements . 

In addit ion, the institution must provide notification to students as to these art iculation agreements and the transfer
ability of the credits in the programs chat are offered. 

3-1-414. Enrollment Agreements. All institutions must use an enrollment agreement for each enrolled student which 
clearly outlines the financial obligations of both the institution and the student. The agreement must outline all 
program related tuition and fees, must be signed by the student and the appropriate school representative, and a copy 
provided to the student. 

3-1-420 - STANDARDS OF SATISFACTORY PROGRESS 

Each institution shall establ ish and administer measures of sat isfactory academic progress for all students as referenced 
in Appendix D. 
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3-1-42 1. Compliance. The institution complies with the requirements of Appendix D . 

3-1-422 . Documenting Compliance. The institution documents compliance with its Satisfactory Academic 
Progress policy. 

3-1-423 . Oversight. The institution encourages and assists students who are experiencing difficulty in progressing 
satisfactorily in their programs. 

3-1-430 - TUIT ION AND F EES 

3-1-43 1. Institutionally Financed Grants, Scholarships and Loans. The Council recognizes that most accredited 
institutions offer or administer grants, scholarships and loans for students. Institutions must meet appropriate 
guidelines for such programs in order ro ensure their legitimacy. Participation in ethical institutional grant (See 
Appendix E, "Guidelines for Institutionally Funded Student Aid"), institutional loan, and scholarship programs 
requ ires adherence to the following : 

(a) In addition to administering federal or state student aid programs, institutions may offer the following 
types of student financial aid : 

(i) grants funded by the institution and awarded ro all students within a qualifying category or ro all 
students who demonstrate a need in accordance with published standards; 

(ii) scholarships funded by the institution or a third-party and administered by the institution to provide 
aid to students who demonstrate academic achievement in accordance with published standards; 

(iii) loans funded by the institution and available equally to all students. 

(b) Institutionally financed or administered grants, scholarships and loans must be described in the current 
catalog with a description of the criteria for the award, the application procedures and deadlines, and 
amounts that may be awarded. All information must avoid false, misleading or exaggerated statements. 

(c) Institutionally financed loans may vary in amount depending on the student's need . The terms and 
conditions for loans, including forbearance and repayment, must be described in the current catalog. All 
institutionally financed loans must be collected in accordance with sound and aggressive business practices 
for the collection of student loans. Institutions must counsel students concerning their loan repayment 
obligations . 

3-1-432 . Tuition and Charges. Institutions may charge varying amounts of tuition and fees for different progr ams . 
All charges should be consistent for similarly circumstanced students enrolling at the same time and in the same 
programs, however, and detailed financial records should indicat e at all times the financial ob ligation of the student 
to the institution. The following are minimum expectations: 

(a) The tuition and ocher charges, including the period for which the student is financially obligated, shall be 
clearly stated in the catalog of the institution. The existence of any separate or comparable publication 
containing tuition races must be referenced specifically in the catalog. The schedule of charges must be 
uniformly administered co similarly circumstanced students. 

(b) The financial records of the students shall clearly show the charges and dates for the posting of tuition, 
fees, and ocher charges; the payments and daces of paym ent; and the balanc e after each transaction. 

(c) Announcements of changes in tuition or fees must state the effective date of the change and be uniformly 
administered. 

(d) Terms of payment may be varied by the institution so long as the tuition charges are uniformly 
administered. 
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3-1-433. Refund Policy. The institution must have a fair and equitable refund policy that is applicable to all students 
and that is published in the institution's catalog. Specific federal or state policies may apply. 

3-1-434. Administration of Student Financial Aid. Participation in state or federal student financial aid programs 
requires serious administrative responsibility. The Council expects all institutions participating in such programs to be 
knowledgeable of and in compliance with applicable laws and regulations. The following requirements govern how 
such activities are evaluated by ACICS : 

(a) An institution participating in student financial aid programs shall designate at least one competent 
person at the site co administer student financial aid. The extent of this activity and the personnel needed 
shall be governed by the size and classification of the institution. The person who determines the amount 
of student awards cannot be responsible for disbursing those awards. 

(b) The person or persons assigned to administer student financial aid programs must in all cases be a part of 
the administration . Administrative personnel involved in student recruitment as their major activity shall 
not have the final decision-making authority in the approval or awarding of student financial aid. 

(c) There shall be professional awareness on the part of the financial aid administrator as shown by 
membership and participation in state, regional, or national financial aid associations and by other 
educational activities designed to keep the administrator up to date on procedures and changes in the 
field. 

3-1-435. Cash Discounts. Any institution providing discounts for cash received in advance of the normal payment 
schedule must have a written policy. That policy must be provided in writing co all student applicants prior co 
enrollment. 

The institution must demonstrate that the policy: 

(a) is available to all students at the institution; and 

(b) bases the size of the discount on the financial benefit the institution receives from the payment of cash 
earlier than otherwise would be required under the institution's normal tuition payment schedule or 
applicable retail installment contract. 

3-1-440-STUDENT SERVICES 

3-1-441. Counseling and Guidance. Each institution shall designate at least one person on staff experienced in 
counseling students on personal or academic problems and employment opportunities. The extent of such activity, 
and the personnel assigned co it, shall be determined by the size, classification, and admissions standards of the 
institution, the characteristics and location of students, and the means of communication with them. Orientation 
activities shall assist new students in adapting to the institution. The following are minimum expectations: 

(a) A system of educational, occupationa l, and personal advising shall be available to students and shall be 
provided on a periodic basis to ability-co-benefit students enrolled pursuant to Section 3-1-303(6). 

(b) Institutions shall emphasize retention and program completion for all students through activities that take 
into account their academic and socioeconomic characteristics. 

(c) Institutions shall provide employment assistance and document activity. An institution shall not guarantee 
employment or the starting salary of its graduates. Follow-up studies on graduates and employer 
satisfaction shall be conducted by all institutions at specific measuring points following placement of the 
graduate. All institutions that use placement percentages or salary projections as part of their recruiting 
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activities shall maintain data on all graduates, including the percentage receiving jobs and the percentage 
receiving jobs in the career field for which they were trained. Institutions also should keep data on 
students who do not graduate but who become employed on their own or with the institution's assistance. 

An institution is encouraged to provide placement assistance, when requested, to graduates of other 
ACT CS-accredited institutions who are relocating to a new community. 

(d) Institutions shall document chat students are counseled concerning their student loan repayment 
obligations. 

3-1-442. Extracurricular Activities. Institutions which sponsor or conduct programs of extracurricular activities shall 
base such programs on well-defined purposes. These programs shall be designed primarily to serve the educational 
needs of the students, and the institution shall provide guidance and supervision for them. 

3-1-500 - EDUCATIONAL ACTIVITIES 

The major index of an institution's quality is the effectiveness of its educational program. The educational program 
muse be consistent with the stated mission, be adequate in breadth and context to achieve it, and produce measurable 
results. Its educational activities, whether residential or otherwise and whether group or individually oriented, shall 
include definable instruction, interaction, and evaluation. A second index of institutional quality is the resources 
available to instructors and students. 

The third index of an institution's quality is the competence of its faculty. The effectiveness of any institution depends 
upon contemporary teaching strategies and practices and upon the knowledge, ability, and commitment of its faculty. 
The selection, orientation, guidance, stimulation, and evaluation of the teaching staff is one of the most significant 
responsibilities of the administration. The faculty should actively participate in developing the total educational 
program of the institution. 

The faculty shall have a clear responsibility, distinct from that of developing institutional policy, to participate in 
administering and implementing policy, especially as it pertains to academic affairs. The institution shall adopt and 
publish a policy on the responsibility and authority of faculty in matters of academic governance. At a minimum, the 
policy should address the role of faculty in development of the educational program of the institution; selection of 
course materials, instructional equipment and other educational resources; systematic evaluation and revision of the 
curriculum; assessment of student learning outcomes; and planning for institutional effectiveness. 

For institutions offering programs in which state certification, licensing, or registration is mandatory in order to 
become employed in a specific career field, curriculums must contain the necessary course work to afford students the 
opportunity to obtain the minimum skills and competencies in order to become certified, licensed, or registered in 
that career field. 

Where accreditation of a program by a specialized or programmatic accreditor is required for students to obtain 
entry-level employment in the state where the institution is licensed or otherwise approved, the institution must 
obtain such accreditation in a timely manner. 

The institution must provide and document notification to students as to 

(a) which programs hold specialized or programmatic accreditation; 

(b) whether successful completion of a program qualifies a student to receive, apply to take, or cake licensure 
exams in the state where the institution is located. For on-line programs, chis information must be 
provided for all states from which the institution enrolls students; and 
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(c) any other requirements that are generally required for employment. 

The institution shall assess the curriculum and/or the need for specialized accreditation and update it as needed to 
reflect current requirements for emp loyment. 

3-1-510 - PROGRAM ADMINISTRATION, PLANNING, DEVEWPMENT, AND EVALUATION 

3-1-511. Program Administration. The administration of the academic programs shall be assigned to individuals 
whose academic or experiential qualifications are related to the programs of study. The amount of time devoted to the 
administration of the program(s) must be commensurate with the size and scope of the institution and its program 
offerings. 

Within the admin istrat ive structure of the institution, program administrators or department heads shall have author 
ity and responsibility for the development and administration of the programs and have adequate time and resources 
to fulfill these responsibilities. 

3-1-512. Program Planning. Educational activities shall be consistent with the institution's mission and objectives . 
The credibility and integrity of an institution shall be reflected by the manner in which its mission and objectives 
correlate with the educational opportuni ties made available to students. 

The Counci l recognizes the legitim acy of various modes of educational delivery. An institution using various modes 
of delivery should demonstrate overall effectiveness and quality consistent with the criteria (See Glossary definitions 
for distance learning, independent study, and self-paced instruction; see also Appendix H, Principles and Guidelines 
for Nontraditional Education). The following standards apply: 

(a) The formation of policies and design of educational programs should involve students, graduates, 
administrators, faculty, and other interested parties such as advisory committees. This practice also should 
serve as an evaluation process to determine effectiveness and relevance when the institution relies upon 
curricula, courses, courseware, or coursework that is designed, leased, or owned by another entity or 
provided by or through a network of entit ies. 

(b) Flexibility in organization and administration shall be provided to serve vary ing groups and situations . 
Provisions shall be made for individual differences among students in the learning applications, learning 
environments, and modes of instructional delivery available to students . 

(c) Resources of the community shall be utilized co enrich the program. 

3-1-513. Program Developmen t. The educational programs shall evidence a well-organ ized sequence of appropriate 
subjects leading co an occupational objective, an academic credential, or both . The following apply : 

(a) The curricula shall be published in the institution's catalog and shall state objectives specific to each 
curr iculum. Additionally, there shall be a detai led syllabus on file for each course in each curr iculum that 
is made available to each student enrolled in the class. For independent study courses, institutions are 
requ ired to develop a learning contract signed by the student and institution that outlines the course 
objectives and procedures unique to this form of instruction. For practica, externships, and internships, 
institutions are required to develop a written and mutually signed agreement that outlines the 
arrangement between the institution and the practicum site, including specific learning objectives, course 
requirements, and evaluation criteria. The Council's expectations for detailed syllabi, independent study, 
practica, externships, and internships are outlined in the Glossary. 
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(b) The courses offered shall be available when needed by the student in the normal pursuit of a program of 
study. Prerequisites must be indicated. The prerequisite system must assure proper qualifications of 
students in any given class and provide an increasing level of difficulty as the student progresses. 

Institutions may record student progress in clock hours or credit hours as defined in the Glossary. When appropriate, 
special consideration should be given to remediation and English as a Second Language programs. (For add itiona l 
information, see Appendix F, Requirements for English as a Second Language Programs). 

3-1-514. Program Evaluation . The faculry shall participate in a systematic process of continuous curriculum evalua
tion and revision. Institutions are encouraged to consider curriculum changes designed to serve students' needs that 
may be determined by community surveys or other fact-finding procedures relating to educational or employer needs. 

3-1-515. Specialized Accreditation . If a program is accredited by a specialized accreditor recognized by the 
U.S. Department of Education, or the Council for Higher Education Accreditation or, for foreign institu
tions, the government or appropriately recognized organ ization provid ing specialized accreditation, the 
Chief Executive Officer of the institution shall attest to ACICS and provide documentation that it is in 
compliance with the standards of the specialized accredito r. 

3-1-516. Course and Program Measurement. The Council recognizes that institutions must provide for their 
students a learning environment in which achievement is encouraged . It further recognizes the legitimacy of both 
traditiona l (e.g., lecture/laboratory/practicum) and nontraditional (e.g., distance education or independent study) 
educational delivery methods. A framework for transfer of credit and consistent application of academic credit awards 
should apply to all of these varied forms of educational delivery. 

Institutions, therefore, must demonstrate in written policies and procedures for determining credit hours a knowledge 
of appropriate academic course and program measurement and correct application of the measurement . 

(a) Credit in traditionally delivered programs measured in credit hours must be calculated based on one of 
the following attr ibution formu las: 

(i) One quarter credit hour equals, at a minimum, 10 classroom hours oflecture, 20 hours oflaboratory, 
and 30 hours of practicum. The formula for calculating the number of quarter credit hours for each 
course is: (hours of lecture/ 1 O) + (hours of lab/20) + (hours of practicum/30); or 

(ii) One semester credit hour equals, at a minimum, 15 classroom hours of lecture, 30 hours of laboratory, 
and 45 hours of practicum. The formula for calculating the number of semester credit hours for each 
course is: (hours oflecture/15) + (hours oflab/30) + (hours of practicum/45). 

The syllabus for each course must provide appropriate content and out-of-class learning activities to support 
the academic credit awarded for the course. Many courses are a combination of lecture, lab, and practicum. 
Therefore, the institution should be very careful in allocating the number of hours of each in a particular 
course. 

A "clock (contact) hour" includes a minimum instructional time of 50 minutes of supervised or directed 
instruction and appropriate break(s). Therefore, when calculating conversions from clock to credit hours or 
allocating credit for courses, institutions must take great care to ensure that scheduled breaks are 
educationally appropriate. Long periods of instruction with unusually short or no breaks are not acceptable. 
The institution has the burden of convincing the Council that the breaks are sufficiently long and frequent 
for the program being taught. Thus, it is rare for an institution to be able to divide by 50 in calculating the 
credit-hour equivalent of contact hours; usually, the denominaror should be 60 or something between 50 
and 60. 
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(b) Credit award rationales for nontraditional delivery of courses or programs (e.g., distance education or 
independent study) generally do not use the above lecture/laboratory/practicum formulas for credit 
calculation. The rationale used must be submitted tO the Council for pre-approval of the credit 
calculation. As a part of the approval application, an institution must demonstrate that the clock or credit 
hours awarded are appropriate for the degrees and credentials offered using a thoroughly developed 
rationale. The institution may accomplish this by demonstrating that students completing these programs 
or courses have acquired equivalent levels of knowledge, skills, or competencies to those acquired in 
traditional formats. 

Courses offered in nontraditional formats must be structured to ensure that students have sufficient 
opportunity for preparation, reflection, and analysis concerning learned subject matter. Institutions should 
be aware that federal law requires a minimum number of weeks per academic year for Title IV eligibility 
purposes. The U.S. Department of Education uses eligibility criteria and definitions for Title N 
disbursements that may be different from these in the Accreditation Criteria. 

(c) Institutions may award academic credit to students who demonstrate competency in a subject area based 
on their academic, occupational, or personal experiences. The following expectations apply: 

(i) Institutions shall establish and adhere to a systematic method for evaluating and awarding academic 
credit for those experiences (e.g., experiential learning, advanced academic standing, credit by 
examination) that satisfy current program course requirements. 

(ii) Institutions must maintain documentation to support that credit hours awarded are appropriate based 
on the assessment of the knowledge, skills, or competencies acquired. 

3-1-517. Course Scheduling. Courses must be scheduled in such a way as to be educationally appropriate for the 
academic background of the students served, the type of the coursework involved, and the method of educational 
delivery. The Council will review the number of minutes of instruction provided, the appropriateness of the length of 
the breaks between classes, the number of classroom hours per week, the expectation of outside preparation, and the 
educational needs of the students. 

3-1-520 - CREDENTIALS CONFERRED 

3-1-521. Conferring of Credentials. The conferring of certificates, diplomas, or degrees by an institution shall be 
consistent with its mission and objectives and in compliance with applicable state laws. 

3-1-530 - INSTRUCTION 

3-1-531. Instructional Tools. Institutions shall: 

(a) provide appropriate facilities, instructional equ ipment, resources, support for modes of instructional 
delivery, and personnel; 

(6) ensure academic freedom and other conditions favorable for effective classroom instruction; 

(c) ensure that the quantity and type of instructional material and equipment is proportionate tO the size of 
the institution and the nature of the program; and 

(d) comply with applicable copyright laws in the use of instru ctional materials. 

3-1-532. Instructional Components. Required instructional components shall include: 

(a) systematic planning; 

(6) well-defined instructional objectives; 
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(c) the selection and use of appropriate learning materials; 

(d) appropriate modes of instructional delivery; 

(e) the use of appropriate assessment strategies; and 

(f) the use of appropriate experiences . 

3-1-540 - FACULTY 

3-1-541. Faculty Preparation. Preparation of faculty members shall be academically and experientially appropriate 
to the subject matter they teach. Faculty members shall be competent to teach the subject matter offered and shall 
have reasonable latitude in their choice of teaching methods. U.S. based institutions must provide evidence that all 
faculty members are graduates of institutions accredited by agencies recognized by the United States Department of 
Education. Faculty who are graduates from institutions outside the United States muse be graduates of institutions 
recognized by their respective governments as institutions of higher education or be evaluated by a member of the 
Association oflncernational Credentials Evaluators (AICE) or the National Association of Credential Evaluation 
Services (NACES) to determine the equivalency of the credentials awarded by institutions in the United States. 
Transcripts, in languages other than English, muse be translated into English. 

3-1-542. Verification of Credentials. Institutions muse maintain official transcripts for credentials chat qualify faculty 
members to teach their assigned courses and for chose credentials that are listed in the catalog. All these credentials 
shall be on file in the administrative offices at the campus location nearest co where the faculty member is primarily 
employed. An official transcript is one sent from the registrar's office at the institution where study was completed 
directly to an employing institution or downloaded electronically from a link provided to the employing institution 
from the institution where study was completed. Transcripts received electronically must bear an indication chat it is 
an "official transcript" and the link provided must have inform ation on how to verify the authenticity of the tran
script. A transcript bearing the notation "issued to student" is not an official transcript for employment purposes. 

3-1-543. Faculty Development. Institutions are required to establish faculty development plans including both 
in-service and professional growth activities to enhance faculty expertise . There shall be documented evidence on an 
annual basis of these development plans and their implementation. For chose faculty who are trained in teaching 
methodology on the postsecondary level and who possess limited related outside employment, the plan should 
concentrate on content update, e.g., new software, equipment, techniques, etc. Institutions are responsible for 
demonstrating that these plans are appropriate given each faculty members' training, education, and related work 
experience and that they provide the proper mix of in-service training and professional growth based on the academic 
and experiential background of the faculty. (See Glossary for definitions of "in-service training", "professional 
growth", and "faculty development"). 

3-1-544. Faculty Meetings. Regularly scheduled faculty meetings or department meetings, with participation by full
time and part-time faculty, shall be held. Discussions and attendance shall be recorded. 

3-1-600 - EDUCATIONAL FACILITIES 

Each institution must provide an environment that is conducive to good instruction and learning and that supports 
the educational programs offered by the institution. The adequacy of the environment is assessed against the demands 
made upon it by the curricula, faculty, and students. 

3-1-601. Plant and Equipment. The buildings, classrooms, equipment, furniture, grounds, instructional tools, 
support systems, instructional facilities, machinery, and ocher physical requirements of the educational program shall 
be appropriate and shall contribute to the achievement of the institution's objectives. Equipment, instructional tools, 
and machinery muse be properly installed and maintained. 
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3-1-602. Code Requirements. The plant shall meet the general tests of safety, usefulness, cleanliness, maintenance, 
health, lighting, and compliance with any local or state laws governing physical facilities, particularly with respect co 
fire, safety, and sanitation . 

3-1-7 00 - PUBLICATIONS 

le is important for institutions co recognize the value of "truth in advertising" when promoting their operations. 
Publications muse be prepared and presented in a professional manner co reflect favorably upon the institution . 
Information published must be accurate and factual and reflect the current status of the institution. Only the Council 
can accept or reject an institution's catalog , and a final decision will not be made based on a draft. 

3-1-701. Catalog. Each institution shall publish and provide to each enrolled student a catalog which complies with 
Appendix C, "Guidelines for Institutional Publications." 

3-1-702 . Multiple-School Catalog. All institutions utilizing a common catalog must be of common ownership . Photo
graphs of the physical facilities of any of the institutions muse be captioned to identify the particular institution or 
campus depicted. The faculty and staff of each institution and the members of the general administration exercising 
supervisory responsibility for the group of institutions must be clearly identified with respect to each institution and the 
overall administration. Any information contained in the catalog chat is not common to all institutions in the group 
should be presented in such a manner that no confusion, misunderstanding, or misrepresentation is possible. For further 
information, see Appendix C. 

3-1-703. Advertising. Literature used by an institution must be presented in such a manner as to be factual with 
respect tO services offered or benefits promised. An English translation for advertising chat is in a language ocher than 
English must be available. For further information, see Appendix C. 

If an institution publicly discloses incorrect or misleading information about its accredited status, the contents of an 
evaluation team report, or accreditation actions with respect to the institution, the institution must make a public 
disclosure of correction through the same media or means. 

3-1-704. Performance Information. Institutions shall routinely provide reliable information to the public on their 
performance, including student achievement as determined by the institution. 

3- 1-800 - L IBRARY RESOURCES AND S ERVICES 

The adequate provision of library resources and information services, appropriate to the academic level and scope of 
an institution's programs, is essential to teaching and learning. It is incumbent upon all member institutions to assess 
the level of library resources needed in relation to their programs and to provide a range of support to meet these 
needs. The size of collections and the budget allowed for library resources and services do not ensure adequacy. The 
quality, relevance, accessibility, availability, and provision of support services ultimately will determine the adequacy 
of an institution 's efforts. In assessing library resources and services, ACICS requires that an institution, at a mini
mum, shall: 

(a) develop an adequate base of library resources; 

(6) ensure means to access these resources; 

(c) develop a continuous assessment strategy for library resources and information services; 

(d) provide adequate staff to support library development, collection organization, and accessibility; 

(e) ensure that library services are provided to all learners, including those at nonmain campuses; and 

(f) provide training and encouragement for students and faculty co utilize library resources as an integral pare of 
the learning process. 
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Chapter 2 Standards For Nondegree Programs 

INTRODUCTION 

In addition ro the general standards in Chapter 1, which apply ro all institutions , the follow ing standards app ly 

specifically to nondegree programs. 

3-2-100 - F ACULTY 

Teaching hours, assignments, and schedules will vary from field to field and from institution ro institution but should 
in all cases allow time for adequate preparation and professional development . The in stitution shall devise a plan for 

the efficient use of faculty competence and time, including student-teacher ratios, number of teacher preparations, 

and number of teaching hours. Reasonableness may be defined by, but is not restricted to , the following expectations . 

3-2-101. Teaching Load. An instructor's teaching load, including night school, shall not exceed 32 clock hours per 

week, except that an overload of not more than one subject per te rm for additional compensation is permitted. 
Teaching loads may differ when using alternative methods of instruction and must be commensurate with the type of 

delivery method utiliz ed. For purposes of this calculat ion, assigned courses offered by nontradit ional or distanc e 
learning modes of instruction are deemed to consist of one clock hour per week for each unit of academic credit 

awarded . 

3-2-102. Field Preparati on. Assignments requ iring more than three preparations in different fields (e.g., secretarial 
studies, business administration, data processing) shall not be given to an instructor during one academic term. 

3-2-103 . Subject Preparation. Not more than five preparat ions in differ ent subjects within the same field (e.g., 
Accounting I, Accounting II, Keyboarding I, Business Mathematics , Business Law) shall be assigned to an instructor 

dur ing one academic term. 

3-2-104. Assignments. The requirements for full- and part-time faculty member s teaching in the referenced subject 

areas are as follows: 

(a) A bachelor 's degree and appropriate coursework in the assigned subject are required for faculty members 

teaching general education and oth er academic courses. 

(b) A bachelor 's degree is required for faculty members teaching business and busin ess administration courses . 
If the bachelor's degree is not in the assigned teaching field, at least two years of related work experience or 
evidence of spec ialized tra ining or competency in the assigned teaching field is required . The burden is on 

the institution to demonstrate and justify the qualifications of the faculty to teach their assigned courses . 

(c) Faculty members teaching courses not referenced above must demonstrate competency in the assigned 

teaching field, such as academic or vocationa l training and credentials, related work experience, licensure, 
or certification . The burden is on the institution to demonstrate and justify the qualifications of the 

faculty tO teach their assigned courses. 
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3-2-105. Stabifrty. There shall be an adequate core of full- and/or part-time faculty to ensure sound direct ion and 
continuity of development for the educational programs. The institution shall demonstrate through outcomes, length 
of service, reasonable retention of faculty, and other measures chat the core faculty ensures chat the institution will 
meet its stated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits, professional growth opportun ities, and ocher incentives. 

3-2-106. Student-Teacher Ratio. The student-teacher ratio shall be reasonable at all times in keeping with generally 
accepted delivery modes and course content . In determining a reasonable ratio, the institution shall consider the 
following factors: 

(a) the amount of lecture given by instructors in skills-building and practice classes; 

(6) the level of existing skills of the students; 

(c) the amount of direct supervision exercised by the instructor and the availability of instructional 
equipment in a lab setting where there is primary instruction in a specific skill; and 

(d) the use of technology in providing alternative instruction or evaluation . 

3-2-200 - INSTRU CTIONAL REsouR CES, MATERIALS 

The instructional resources, audiovisual teaching equipment, and instructional materials shall be adequate to serve the 
needs of the institution's educational programs. The resources shall include current tides, periodicals, professional 
journals, or full-text onl ine resources appropr iate for the institut ion's educat ional programs . There shall be evidence 
that appropriate instructional resources, equipment, technology, and materials are utilized to support the educational 
objectives. 

3-2-201. References. The institution shall have available and easily accessible to faculty and students standard refer
ence works appropriate to the curriculum. Major consideration will be given to the variety of volumes, per iodicals, 
online resources and information technology readily available to students and faculty, recency of publications , 
appropriateness, and relevance to the programs. 

3-2-202. Distrib ution of Resources and Materials. The instructional resources and references may be consol idated or 
may be distributed throughout the educational facility, or they may be provided by the institution under contract 
with an external organizat ion on behalf of its student body which ensures access to library resources and references 
pertinent to the programs offered by the institution; including resources chat are available exclusively online. Easy 
access to and use of reference materials, period icals, and informat ion technology are of prime importance in deter
mining if the institution is meeting the educational needs of its students and faculty. Availability and utilization of 
aud iovisual equ ipment also are important. 

3-2-203. Inventory. A current inventory of instructional materials and equipment shall be maintained by the institu 
tion. 

3-2-204. Budget. Budget allocations and expenditures for instructional resources, equipment, and materials shall be 
sufficient to meet the needs and fulfill objectives of the institution's programs. 
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Chapter 3 

INTRODUCTION 

EVALUATION STANDARDS 

Standards For Occupational Associate's Degree 
Programs 

In addition to the general standards in Chapter 1, which apply to all institutions, the following standards app ly 
specifically to institutions offering occupational associate's degree programs. Occupational associate's degree programs 
are chose programs which award associace's degrees that contain a maximum of 15 semester hours, 22.5 quarter 
hours, or the equivalent of general education. 

3-3-100 - STATEAUTHORITY 

The institution must be legally authorized by the appropriate state education agency, where such authority exists, to 
confer the associate's degree. 

3-3-200 - EDUCATIONALACTMTIES 

3-3-20 1. Objectives. The objectives of an occupational associate's degree program are an extension of the institution's 
awareness of its mission and its application to its constituencies. An institution applying for the inclusion of an 
occupational associate's degree program shall demonstrate that its programs and courses are appropriate to its mission 
and to its specific goals and objectives. 

Occupational associate's degree programs should emphasize both achievement of vocational objectives and general 
education . This emphasis requires courses in general education chat are relevant both quantitatively and qualitatively 
to the chosen degree. 

3-3-2 02. Education Requirements. The minimum number of credits required for the occupational associate's degree 
shall be 60 semester hours, 90 quarter hours, or 1800 clock hours, normally earned over a period of four semesters, 
six quarters, or the equivalent. Transfer and award of credit may be granted for appropriate work at other institutions. 

There shall be a minimum of 10 semester hours, 15 quarter hours, and a maximum of 15 semester hours, 22.5 
quarter hours, or their equivalent in general education or applied general education courses. The catalog must identify 
the courses chat satisfy the general education requirements, and it must provide an explanation of the course number
ing system. 

The Council's expectations for general education and applied general education are outlined in the Glossary section. 

3-3-203. Curriculum . The curriculum shall quantitatively and qualitatively approximate the standards at ocher 
institutions offering occupational associate's degrees, with due allowance for meeting special objectives. The primary 
purpose of the degree shall be technical in nature with courses designed to assist students in the application of these 
skills in the workplace. Instructional procedures, texts, materials, and technology shall be appropriate to the purposes, 
curriculums, and standards of institutions offering occupational associate's degrees. Evidence shall be provided that 
curricular offerings require appropriate use of library resources. 
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3-3-204. Enrollment. Enrollment in the second year of a two-year program must be sufficient to support regularly 
scheduled classes and laboratory work. Second-year work shall be based upon appropriate first-year prerequisites. 

3-3-300 - FACULTY 

3-3-301. Preparation. An institution offering occupational associace's degrees shall have an adequate and competent 
faculty working under condit ions chat encourage the best efforts of each individual. In judging competence, cons ider
ation shall be given to the academic preparation and experience of each instructor. 

3-3-302. Assignments. During any academic term, a faculty member shall not be assigned to teach in more than three 
fields of instruction (e.g., medical assisting, business administration, information technology). Noc more than five 
preparations in different subjects (e.g., Accounting I, Accounting II, Keyboarding I, Business Mathematics, and 
Business Law) shall be assigned to an instru ctor during one academic term. Instructors shall be assigned based on 
their major and minor academic preparation and/or related experience. The size of the faculty shall be appropriate to 
th e total student enrollment. 

The requirements for full- and part -t ime faculty members teaching in the referenced subject areas are as follows: 

(a) A bachelor's degree and appropriate coursework in the assigned subject are requ ired for faculty members 
teaching applied general education. Instructors at a minimum shall have earned 15 semester or equivalent 
hours of coursework throug h a combination of hours from associate's, bachelor 's, and/or master's level 
coursework in che area of their teaching assignment. 

(b) Instructors teaching general education shall hold a minimum of a master's degree. Instructors shall have a 
minimum of 18 semester or equivalent hours of coursework in their teach ing disciplin e. 

Instructors teaching courses ocher than general educat ion shall hold bachelor 's degrees at a minimum and 
shall be assigned based on their major and minor academic preparation and/or related experience. However, 
exceptions co the bachelor's degree requirement may be justified for instruc tors who have demonstrable 
current exceptional professional level experience in the assigned field, such as documented coursework in the 
field, professional certificacion(s), letters of recommendation or attestat ions from previous employer(s), 
letters attesting to this expertise from professional peers not connected to the college, real examples of 
previous success in the field such as publi shed work, juried exhibits and shows, evidence of a professional 
portfolio accepted by the college and available for review, and ocher significant documented experience 
relevant to the courses to be taught. Minors or related degrees could be considered but will not be the sole 
determining factor. Duration of time associated with this alternative justification is dependent on the quality 
and significance of the work experience. The institut ion muse be able to justify the assignment of any 
instructor who does not hold a bachelor's degree in the assigned teaching field. 

(c) A bachelor's degree is required for faculty members teaching business and business administration courses. 
If che bachelor 's degree is not in the assigned teaching field, at lease two years of related work exper ience or 
evidence of specialized training or competency in the assigned teaching field is required. The burden is on 
the instituti on to demonstrate and justify the qual ifications of the faculty to teach their assigned courses. 

(d) Faculty members teaching courses not referenced above muse demonstrate compe ten cy in the assigned 
teaching field, such as academic or vocational training and credentia ls, related work experience, licensure, 
or certification . The burden is on the institution to demonstrate and justify the qualifications of che 
faculty to teach their assigned courses . 
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3-3-303. Teaching Load. An instructor's teaching load, including night school, shall not exceed 32 clock hours per 

week, except chat an overload of not more than one subject per term for additional compensation is permitted. Teaching 
loads may differ when using alternative methods of instruction and must be commensurate with the type of delivery 

method utilized. For purposes of chis calculation, assigned courses offered by nontraditional or distance learning 
modes of instruction are deemed to consist of one clock hour per week for each unit of academic credit awarded. 

3-3-304. Stability. There shall be an adequate core of full- and part-time faculty to ensure sound direction and 
continuity of development for the educational programs . The institution shall demonstrate through outcomes, length 

of service, reasonable retention of faculty, and ocher measures that the core faculty ensures that the institution will 
meet its stated mission and objectives . The institution shall promote stability in the faculty through compensation, 

fringe benefits, professional growth opportunities, and ocher incentives. 

3-3-305 . Student-Teacher Ratio. The student-teacher ratio shall be reasonable at all times in keeping with generally 

accepted delivery modes and course content. In determining a reasonable ratio, the institution shall consider the 
following factors : 

(a) the amount of lecture given by instrucrors in skills-building and practice classes; 

(b) the level of existing skills of the students; 

(c) the amount of direct supervision exercised by the instrucror and the availability of instructional 

equipment in a lab setting where there is primary instruction in a specific skill; and 

(d) the use of technology in providing alternative instruction or evaluation. 

3-3-400 - L IBRARY, INSTRUCTIONAL REs OURCES, AND T ECHNOLOGY 

3-3-401. Staff. An individual with the ability to maintain the resources and to assist students and faculty shal l be 

designated co oversee the resources of the institution. 

3-3-402. Budget. An annual library budget, appropriate to the size and scope of the institution and the programs 

offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and other resource and reference materials. 

3-3-403. Function . The library function is shaped by the educational programs of the institution . Appropriate 

reference, research, and information resources muse be made available to enhance, augment, and support the curricu
lar and educational offerings. The resources shall include the study, reading, and information technology facilit ies 

necessary co make the educational programs effective. The ultimate test of the library's adequacy is determined by the 

extent ro which its resources support all the courses offered by the institutions . 

3-3-404. Use and Accessibility. In evaluating the use of library resources by students, consideration shall be given to 
accessibi lity and to methods used by the faculty to encourage the use of these resources by students. Records of 
physical and/or online circulation and inventory shall be current and accurate . 

Physical and/or online library materials and services must be available at times consistent with the typical student's 

schedule in both day and evening programs. Easy access to and use of reference materials, periodicals, and informa
tion technology are of prime importance in determining if the institution is meeti ng the educational needs of its 

students and faculty. If online resources are utilized, an appropriate number of terminals shall be provided for student 
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use. Interlibrary agreements are not substi tut es for an institution's library, but rather a means ro sup plement the 
institution's holdings in limited areas. In determining the appropriateness of such agreements, consideration will be 
given to the uniqueness of the lending library's collection, provisions for interlibrary loans, and the degree of acces
sibility to the students. 

3-3-405. Holdings. The institution shall have available and easily accessible standard reference works, professional 
journals, and current periodicals appropriate to the curriculum . Consideration also shall be given to supplementary 
library resources contracted by the institution and online resources available to its student body. 

3-3-406. Acquisitions. Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount of input emana ting from the faculty. Moreover, it is the faculty's responsibility to inspire, motivate, and 
direct student usage of the library resources. 
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INTRODUCTION 

EVALUATION STANDARDS 

Standards for Academic Associate's Degree 
Programs 

In addition to the general standards in Chapter 1, which apply to all institutions, the following standards app ly 

specifically to academic associate's degree programs . All Associate of Art and Associate of Science degree programs are 

academic associace's degree programs. Any ocher associate's degree programs that include at least 15 semester hours, 
22 .5 quarter hours, or the equivalent of general education also are considered to be academic associate's degree 

programs. Institutions that offer academic associate's degree programs are collegiate institutions. 

3-4-100 - STATE A UTH ORITY 

The institution must be legally authorized by the appropriate state education agency, where such authority exists, to 
confer the associate's degree . 

3-4-200 - ED UCATIONAL ACT M TIES 

3-4-2 01. Objectives. The objectives of an associate's degree program reflect the application of an institution's mission 

to its constituencies. An institution applying for the inclusion of an academic associate's degree program shall demon
strate that its programs, courses, and services are appropriate to its mission and to its specific goals and objectives. 

Programs at collegiate institutions should emphasize both the achievement of vocational objectives and general educa 
tion . This emphasis requires courses in general education that are both quantitatively and qualitatively relevant to the 

chosen degree. 

3-4- 202. Education Requiremen ts. The minimum number of credits requ ired for the academic associate's degree shall 

be 60 semester hours, 90 quarter hours, or their equivalent, normally earned over a period of four semesters, six 
quarters , or the equ ivalent. Transfer and award of credit for appropriate work at other institutions may be granted . 

There shall be a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the areas of 
concentration; and a minimum of 15 semester hours, 22.5 quarter hours, or their equivalent in general education 

courses. Courses within the area of concentrat ion of the subject matter of the program sha ll not be considered genera l 
education courses . The catalog must identify the courses that satisfy the concentration and general education require

ments, and it must prov ide an explanation of the course number ing system. 

General education and academic subject offerings, as distinguished from the professional or vocational offerings of a 
colleg iate institution, shall place emphasis on principles and theo1y and not on pract ical appl icat ions associated with 

a particular occupation or profession. General education courses give balance to the total program and must be 

appropr iate for the program and the needs of the students . The Council's expectations for genera l education, human i
ties, mathematics and the sciences, and social sciences are outlined in the Glossary section. 
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3-4-203. Curriculum. The curriculum shall quantitatively and qualitatively approximate the standards at other 
collegiate institutions offering academic associate's degrees. It should help students acquire necessary skills such as 
reading, writing, communicating, critical thinking, and the basic use of computers. Instructional procedures, texts, 
materials, and technology shall be appropriate to the purposes, curriculums, and standards of collegiate institutions. 
Evidence shall be provided that curricular offerings require appropriate use of library resources. 

3-4-204. Enrollment. Enrollment in the second year of a two-year program must be sufficient to support regularly 
scheduled classes and laboratory work. Second-year work shall be based upon appropriate first-year prerequisites. 

3-4-300 - FACULTY 

3-4-301. Prepmwtion . The institution shall have an adequate and competent faculty working under conditions that 
encourage the best efforts of each individual. In judging competence, consideration shall be given to the academic 
preparation and experience of each instructor. 

3-4-302. Assignments. During any academic term, a faculty member shall not be assigned to teach in more than three 
fields of instruction. The size of the faculty shall be appropriate to the total student enrollment. 

Instructors teaching general education shall hold a minimum of a master's degree. Instructors at a minimum shall 
have earned 18 semester or equivalent hours of coursework in the area of their teaching discipline. 

Instructors teaching courses other than general education shall hold bachelor's degrees at a minimum and shall be 
assigned based on their major and minor academic preparation and/or related experience. However, exceptions co the 
bachelor's degree requirement may be justified for instructors who have demonstrable current exceptional professional 
level experience in the assigned field, professional cenification(s), letters of recommendation or attestations from 
previous employer(s), letters attesting to this expertise from professional peers not connected to the college, real 
examples of previous success in the field such as published work, juried exhibits and shows, evidence of a professional 
portfolio accepted by the college and available for review, and other significant documented experience relevant to the 
courses co be taught. Minor or related degrees could be considered but will not be the sole determining factor. 
Duration of time associated with chis alternative justification is dependent on the quality and significance of the work 
experience . The institution must be able to justify the assignment of any instructor who does not hold a bachelor's 
degree in the assigned teaching field. 

In addition to the degree requirements outlined above, at least one-half of the courses, including those core courses 
common to nonacademic degree or nondegree programs, shall be taught by faculty members holding graduate 
degrees, professional degrees such as J.D. or M.D ., or bachelor's degrees plus professional certification. This calcula
tion does not apply, however, to courses in fields in which graduate degrees, professional degrees, or professional 
certifications are not generally available. 

3-4-303. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 
different preparations required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; the academic advising, committee membership, and guidance and student organiza
tions assigned; and the ot her administrative, research, publication, and community relations responsibilities of the 
instructor. 

3-4-304. Stability. There shall be an adequate core of full- and part-time faculty to ensure sound direction and 
continuity of development for the educationa l programs. The institution shall demonstrate through outcomes, length 
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of service, reasonable retention of faculty, and other measures that the core faculty ensures that the institution will 
meet its stated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits , professional growth opportunities, and other incentives. 

3-4-400 - LIBRARY, INSTRUCTIONAL REsoURCES, AND TECHNOLOGY 

3-4-401. Staff. A professionally trained individual shall supervise and manage library and instructional resources , 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
their use. A professionally trained individual is one who holds a bachelor's or master's degree in library or inform ation 
science or a comparable program, or state certification to work as a librarian, where applicable, or, for foreign institu
tions, who ho lds a bachelor 's or master's degree recognized as appropriate for the position by its government or higher 
education authority. The institution must provide evidence that the degree is from an institution accredited by an 
agency recognized by the United States Department of Education. If th e degree is from an institution outside of the 
United States, the institution must be recognized by its government as an institution of higher education or be 
evaluated by a member of the Association of International Credentials Evaluators (AICE) or the Natio nal Association 
of Credential Evaluation Services (NACE$) to determine the equivalency of the degree to degrees awarded by 
institutions in the United States. Transcripts, in languages other than English, must be translated into English . 

During library hours that are scheduled and posted, there shal l be a trained individual on -site who is assigned to 
oversee and to supervise the library and to assist students with library and information services. This individual shall 
be competent and technologically literate to use and to aid in the use of the library technologies and resources. 

3-4-402 . Budget. An annual libra1y budget, appropriate to the size and scope of the institution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and other resource and reference materials. 

3-4-403. Function . The library function is shaped by the educational programs of the college . Appropriate reference, 
research, and information resources must be made available to provide basic support for curricular and educational 
offerings and to enhance student learning. 

3-4-404. Use and Accessibility. The faculty should inspire, motivate, and direct student usage of the library resources. 
The libra1y's adequacy ultimately is determined by the extent to which physical and/or online resources including 
full-text resources support all the courses offered by the institution. 

For library resources, the Dewey Decimal System, Library of Congress classification system, or other appropriate 
system of classification should be used. Reco rds of physical and/or on line circulation and inventory shall be current 
and accurate and must be maintained to assist staff and faculty in evaluating the adequacy and utilization of the 
physical and/or on line resources including full-t ext holdings. 

Physical and/or online, full-text library materials and services must be available at times consistent with the typical 
student's schedule in both day and evening programs. If computer software is utilized on site, a sufficient number of 
terminals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be 
practical and accessible and use must be documented. In determining the appropriateness of such agreements, consid
eration will be given to the nature of the participating library's collection, provisions for interlibrary loans, and the 
degree of accessibi lity to the students. A college's library must contai n, at a minimum, a core collection of physical 
and/or online resources including full-text reference materials appropriate for the offerings of the institution. 
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3-4-405. Holdings. A collegiate library shall contain up-to-date physical and/or online resources includin g full-text 
titles appropriate for the size of the institution and the breadth of and enrollment in its educational programs. The 
library collection shall include holdings on the Humanities, Arts, Social Sciences, and Sciences, including mathemat
ics; magazines and essential professional journals and periodicals; and, when appropriate, online data networks and 
retrieval systems, CD-RO Ms, and interactive research systems that support the offerings of the institution. 

3-4-406. Acquisitions. Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount of input emanating from the faculty. 
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Chapter 5 Standards for Bachelor's Degree Programs 

INT RODUCTION 

In addition co the general standards in Chapter 1, which apply co all institutions, the follow ing standards apply 
specifically co bachelor 's degree programs. Institutions that offer bachelor's degree programs are considered to be 
collegiate institutions. 

3-5-100 - S TATEA UTHORITY 

The institution must be legally authorized by the appropriate state education agency, where such authority exists, to 
confer the bachelor's degree. 

3-5-200 - ED UCATIONAL A CTIVITIES 

3-5-201. Objectives. The objectives of a bachelor's degree program reflect the application of an institution's mission to 

its constituencies. An institution applying for the inclusion of a bachelor's degree program shall demonstrate that its 
programs, courses, and services are appropriate to its mission and to its specific goals and objectives . 

Programs at collegiate institutions should emphasize both the achievement of vocational objectives and general educa
tion . This emphasis requires courses in general education that are both quantitatively and qualitatively relevant to the 
chosen degree. 

3-5-202. Education Requirements. The min imum number of credits requ ired for the bachelor's degree shall be 120 
semester hours, 180 quarter hours, or their equivalent, normally earned over a period of eight semesters, 12 quarters, 
or their equivalent. Transfer and award of credit for appropriate work at other institut ions may be granted. 

There sha ll be a minimum of 60 semester hours, 90 quarter hours, or their equiva lent within the areas of concen tra
tion; and a minimum of 36 semester hours, 54 quarter hours, or their equivalent in general education courses. 
Courses with in the area of concentrat ion of the subject matter of the program shall not be considered genera l educa
tion courses . The catalog must identify the courses that satisfy the concentration and general education requirements 
and those that are upper -division courses, and it muse provide an explanation of the course numbering system. The 
catalog must state the expectations for all four years of the bachelor's degree curriculum and comply with Appendix 
C, Gu idelines for Institutiona l Publications. If the institution offers only the last two years of the bachelor's degree 
program, the catalog and all advertising materials must clearly describe the requirements for admission, including 
requirements for the completion of necessary prerequis ite courses and general education courses to ensure that the 
student will complete all of the requirements for the bachelor's degree upon graduation. 

General education and academic subject offerings, as dist inguished from the profess ional or vocational offerings of a 
collegiate institution, shall place emphasis on principles and theory and not on practical applications associated with 
a particular occupation or profession . General education courses give balance to the total program and mus t be 
appropriate for the program and the needs of the students. The Council's expectations for general education, humani
ties, mathematics and the sciences, and social sciences are outlined in the Glossary sect ion. 
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3-5-203. Curriculum. The curriculum shall quantitatively and qualitatively approximate the standards at other 
collegiate institutions offering bachelor's degrees. It should help students acquire necessary skills such as reading, 
writing, communicating, critical thinking, and che basic use of computers. Instructional procedures, texts, materials, 
and technology shall be appropriate to the purposes, curriculums, and standards of collegiate institutions. Evidence 
shall be provided that curricular offerings require appropriate use of library resources. 

3-5-204. Enrollment. Enrollment in upper-division courses must be sufficient to support regularly scheduled and 
conducted classes and laboratory work. Upper-division work shall be offered and shall be based upon appropriate 
prerequisites. 

3-5-300 - FACULTY 

3-5-301. Preparation. The institution shall have an adequate and competent faculty working under conditions that 
encourage the best efforts of each individual. In judging competence, consideration shall be given to the academic 
preparation and experience of each instructor. 

3-5-302. Assignments. During any academic term, a faculty member shall not be assigned to teach in more than three 
fields of instruction and preferably in not more than two fields. The size of the faculty shall be appropriate for the 
total student enrollment. 

Instructors teaching general education shall hold a minimum of a master's degree. Instructors at a minimum shall have 
earned 18 semester or equivalent hours of coursework in the area of their teaching discipline. 

Instructors teaching courses other than general education shall hold bachelor's degrees at a minimum and shall be 
assigned based on their major and minor academic preparation and/or related experience. However, exceptions to the 
bachelor's degree requirement may be justified for instructors who have demonstrable current exceptional professional 
level experience in the assigned field, such as documented coursework in the field, professional certification(s), letters 
of recommendation or attestations from previous employer(s), letters attesting to chis expertise from professional 
peers not connected co the college, real examples of previous success in the field such as published work, juried 
exhibits and shows, evidence of a professional portfolio accepted by the college and available for review, and other 
significant documented experience relevant to the courses to be taught. Minor or related degrees could be considered 
but will not be the sole determining factor. Duration of time associated with chis alternative justification is dependent 
on the quality and significance of the work experience. The institution must be able to justify the assignment of any 
instructor who does not hold a bachelor's degree in the assigned teaching field. 

In addition to the degree requirements outlined above, at least one-half of all lower-division courses and all upper
division courses, including those core courses common to nonacademic degree or nondegree programs, shall be 
taught by faculty members holding graduate degrees, professional degrees such as J.D. or M.D., or bachelor's degrees 
plus professional certification. This calculation does not apply, however, to courses in fields in which graduate degrees, 
professional degrees, or professional certifications are not generally available. 

3-5-303. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 
different preparations required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; the academic advising, committee membership, and guidance and student organizations 
assigned; and the other administrative, research, publication, and community relations responsibilities of the instructor. 
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3-5-304. Stability. There shall be an adequate core of full- and part-time faculty co ensure sound direction and 
continuity of development for the educational programs. The institution shall demonstrate through outcomes, length 
of service, reasonable retention of faculty, and other measures that the core faculty ensures that che institution will 
meet its stated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits, professional growth opportun ities, and ocher incentives. 

3-5-400 - LIBRARY, INSTRUCTIONAL REsOURCES, AND TECHNOLOGY 

3-5-401. Staff. A professionally trained individual shall supervise and manage library and instructional resources, 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
their use. A professionally trained individual is one who holds a bachelor's or master's degree in library or information 
science or a comparable program, or state certification co work as a librarian, where applicable, or, for foreign institu
tions, who holds a bachelor's or master's degree recognized as appropriate for the position by its government or higher 
education authority . The institution must provide evidence that the degree is from an institution accredited by an 
agency recognized by the United States Department of Education. If the degree is from an institution outside of the 
United States, the institution must be recognized by its government as an institution of higher education or be 
evaluated by a member of the Association oflnternational Credentials Evaluators (AICE) or the National Association 
of Credential Evaluation Services (NACES) to determine the equ ivalency of the degree to degrees awarded by 
institutions in the United States. Transcripts, in languages other than English, muse be translated into English. 

During library hours that are scheduled and posted, there shall be a trained individual on-site who is assigned co 
oversee and to supervise the library and to assist students with library and information services. This individual shall 
be competent and technologically literate to use and to aid in the use of the library technologies and resources. 

3-5-402. Budget. An annual library budget, appropriate to the size and scope of the institution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and other resource and reference materials. 

3-5-403. Function. The library function is shaped by the educational programs of the college. Appropriate reference, 
research, and information resources must be made available co provide basic support for curricular and educational 
offerings and to enhance student learning. 

3-5-404. Use and Accessibility. The faculty should inspire, motivate, and direct student usage of the library resources. 
The library's adequacy ultimately is determined by the extent to which physical and/or online resources including 
full-text resources support all the courses offered by the institution. 

For library resources, the Dewey Decimal System, Library of Congress classification system, or other appropriate 
system of classification should be used. Records of physical and/or online circulation and inventory shall be current 
and accurate and must be maintained to assist staff and faculty in evaluating the adequacy and utilization of the 
physical and/or online resources including full-text holdings. 

Physical and/or online, full-text library materials and services must be available at times consistent with the typical 
student's schedule in both day and evening programs. If computer software is utilized on site, a sufficient number of 
terminals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be 
practical and accessible and use must be documented. In determining the appropriateness of such agreements, consid
eration will be given co the nature of the participating library's collection, provisions for interlibrary loans, and the 
degree of accessibility to the students. A college's library must contain, at a minimum, a core collection of physical 
and/or online resources including full-text reference materials appropriate for the offerings of the institution. 
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3-5-405. Holdings. A collegiate library shall contain up-to-date physical and/or online resources including full-text 
titles appropriate for the size of the institution and the breadth of and enrollment in its educational programs. The 
library collection shall include holdings on the Humanities, Arts, Social Sciences, and Sciences, including mathemat
ics; magazines and professional journals and periodicals; and, when appropriate, online data networks and retrieval 
systems, CD-RO Ms, and interactive research systems that support the offerings of the institution. 

3-5-406. Acquisitions. Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount emanat ing from the faculty. 
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Chapter 6 Standards for Master's Degree Programs 

INTRODUCTION 

In addition co the general standards in Chapter 1, which apply co all institutions, the follow ing standards apply 
specifically co master's degree programs. 

3-6-100 - N ATURE OF G RADUATE E DUCATION 

The awarding of a master's degree signifies that, in the judgment of the faculty, the student has atta ined specialized 
competence which qualifies the recipient for opportunities and additional responsibilities not ordinarily available to 
the baccalaureate degree recipient. To make a graduate program dist inctive, a com ponent designed to teach research 
skills should be included . 

3-6-200 - STATE AUTHORITY 

The institution must be legally authorized by the appropriate state education agency, where such authority exists, to 
confer the master's degree . 

3-6-300 - OR GANIZATION AND AD MINISTRATION 

3-6-301. Committee Oversight. The responsibil ity for developing, modifying, and maintaining the graduate progran1 
shall be performed by a qualified designated committee co include, but not restricted to, students, faculty, administra
tors , and employers. 

3-6-302. Program Administra tion. The administration of the graduate program shall be performe d by a qualified 
individual with appropriate admin istrative and educational background and exper ience for the direction of a graduate 
program . The duties of this individual may be full- or part-time with adequate staff support . 

3-6-400 - ED UCATIONAL A CTM TIES 

3-6-401. Objectives. The objectives of a master's degree program reflect the app lication of an institution's mission to 
its constituencies . An institution applying for the inclusion of a master's degree program shall demonstrate that its 
programs, courses, and services are appropriate to its mission and to its specific goals and objectives . Master's degree 
programs shou ld emphasize both mastery of subject matter and an understanding of related research and research 
methodology. This emphas is implies development of the student's ability to integrate and app ly the subject matter. 

3-6-402. Program Developmen t. Graduate faculty must be directly involved in the development and modificat ion of 
master's degree program policies, procedures, and curricula. Flexible instructional approaches and scheduling patterns 
are encouraged in developing innovat ive graduate programs in order to serve varying student groups and their special 
needs. 
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3-6-403. Education Requirements. The minimum number of credits required for the master's degree shall be 30 
semester hours, 45 quarter hours, or their equivalent, of course work plus a thesis at the graduate level; or 36 semester 
hours, 54 quarter hours, or their equivalent, of course work at the graduate level if a thesis is not required. The 
master's degree normally is earned over three semesters, five quarters, or the equivalent. The catalog must provide an 
explanation of the course numbering system. 

3-6-404. Curriculum. The curriculum shall quantitatively and qualitat ively approximate the standards at other 
institutions offering master's degrees. Instruc tional procedures, texts , materials, and technology shall be appropr iate to 
the purposes, curriculums, and standards of collegiate institutions. Evidence shall be provided that curricular offerings 
require the appropriate use of library resources. 

3-6-405. Enrollment. Enrollment in graduate-level courses must be sufficient to support regularly scheduled and 
conducted classes and laboratory work. Graduate-level courses shall be offered and shall be based on appropriate 
prerequisites. 

3-6-500 - FACULTY 

3-6-501. Preparation. The institution shall have an adequate and competent faculty working under conditions that 
encourage the best efforcs of each individual. In judg ing competence of faculty, consideration shall be given to the 
academic preparation and experience of each instructor. 

3-6-502. Assignments. Instructors shall be assigned in terms of the ir major and minor areas of academic preparation and 
related experience. The size of the faculty shall be appropriate for the graduate enrollment. All master's program faculty 
should have appropriate graduate degrees, and the number with terminal degrees should be appropriate for the graduate 
enrollment. At least one-half of the graduate-level courses are to be taught by faculty possessing terminal degrees. 
Professional certificat ion is not a subst itute for a terminal degree. The institut ion also should encourage graduate faculty 
members to engage in scholarly research and to publish in professional journals. 

Faculty who do not possess appropr iate graduate degrees may be assigned to teach in master's degree progran1s if they 
have exceptional practical or professional experience in the assigned field or if the assigned field is one in which graduate 
degrees are not widely available. In either case, the burden is on the institution to demonstrate and justify th e qualifica
tions of the faculty to teach their assigned courses. Faculty assigned under this exception are not considered to have the 
equivalent of a terminal degree. 

3-6-503. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 
different preparations required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; the academic advising, committee membership, and guidance and student organizations 
assigned; and the other adm inistrative, research, pub lication, professional activities and/or scholarsh ip, and community 
relations responsibilities of the instructor. 

3-6-504. Stability . There shall be an adequate core of full- and part-time faculty to ensure sound direction and 
continuity of development for the educational programs. The institution shall demonst rate through outcomes, length 
of service, reasonable retention of faculty, and other measures that the core faculty ensures that the institution will 
meet its stated mission and objectives. The institution shall promote stability in the faculty through compensation, 
fringe benefits, professional growth opportunities, and other incentives. 
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3-6-600 - ADMISSIONS 

3-6-601. Enrollment Prerequisites. The threshold admission requirement to a master's degree program is a baccalau
reate degree. If admission to a professional program is granted without a baccalaureate degree, the burden is on the 
institution to demonstrate and justify that the alternate admission requirement is accepted by a recognized licensing 
or specialized accrediting agency and is common practice among accredited institutions of higher education . 

In instances where a baccalaureate degree is not used as the threshold for admission, the following conditions must be 
met: (a) admission t0 the program may be granted only t0 eligible students who have completed at a minimum an 
associate degree or equivalent; (b) the program must ensure chat a baccalaureate degree, which meets ACICS stan
dards, is awarded upon completion of baccalaureate degree requirements or concurrencly with the award of the 
master's degree; and (c) the baccalaureate degree program must include in its curricular requirements sufficient and 
appropria te bridge to master's-level courses in the field of study and must be approved by ACICS. 

3-6-602. Evaluation of Applicants. Institutions should use appropriate techniques to evaluate applicants and to deter
mine whether they have the academic qualifications to benefit from graduate study. 

3-6-603 . Transfer of Credit. Transfer of credit for appropriate maste r's-level course work from ano ther institution 
may be granted according to the policy established by the institution. No more than one-half of the credits required 
for the master's degree may be transferred from another institution . 

3-6-604. Conformance to Institutional Objectives. Admissions procedures, transfer policies, and requirements for 
graduation shall be consistent with the overall philosophy and objectives of the institution . 

3-6-700 - LIBRARY, INSTRUCTIONAL REsO URCES, AND TECHNOLOGY 

3-6-701. Staff A professionally tra ined individual shall supervise and manage library and instructional resources, 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
their use. A professionally trained individual is one with special qualifications co aid students in research and who 
holds a M.L.S. degree or the equivalent, or, for foreign institutions, who holds a master's degree recognized as appro
priate for the position by its government or higher education authority . The institution must provide evidence chat 
the degree is from an institution accredited by an agency recognized by the United States Department of Education. 
If the degree is from an institution outside of the United States, the institution muse be recognized by its government 
as an institution of higher education or be evaluated by a member of the Association of International Credentials 
Evaluators (AICE) or the National Associat ion of Credential Evaluation Services (NACE$) to determine the equiva
lency of the degree to degrees awarded by institutions in the United States. Transcripts, in languages other than 
English , muse be translated into English. 

There shall be a professionally trained individual on duty for sufficient hours, as published by the institution, to 
support the programs and to assist students with library functions and research . This individual shall be competent 
both to use and to aid in the use of the library techno logies and resources. 

3-6-702 . Budget. An annual library budget, appropriate to the size and scope of the institution and the progra ms 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and ocher resource and reference materials. 
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3-6-703. Function. The library function is shaped by the educat ional programs of the institut ion. Institutions 
offering master's degree programs shall provide access to substantially different library resources in terms of thei r 
depth and breadth from those required for baccalaureate degree programs. 

These resources shall include bibliographic and monographic references, major professional journals and reference 
services, research and methodology materials, and, as appropriate, information technologies. The depth and breadth 
of the accessible library ho ldings shall be such as to exceed the requirements of the average stude nt in order to 
encourage the intellectual development of superior students and to enrich the professional development of the 
faculry. 

Appropriate reference, research, and information resources must be made available to enhance, augment, and support 
th e curr icular and educa tional offerings and to enhance student learning. The resources shall include the study, 
reading, and information technology facilities necessary to make the educational programs effective. 

3-6-704. Use and Accessibility. It is the faculty's responsibility to inspire, motivate, and direct student usage of the 
library resources. The library's adequacy ultimate ly is determined by the extent to which physical and/or on line, full
text resources support all the courses offered by the institution. 

For library resources, the Dewey Decimal System, Library of Congress classification system, or ocher appropria te 
system of classification should be used. Records of physical and/or online circulation and inventory shall be current 
and accurate and must be maintained to assist staff and faculty in evaluating the adequacy and utilization of the 
physical and/or online, full-text holdings. 

Physical and/or online, full-text library materials and services must be available at times consistent with the typical 
student's schedule in both day and evening programs. If computer software is utilized on site, a sufficient number of 
terminals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be 
pract ical and accessible and use must be documented. In det ermining the appropr iateness of such agreements, cons id
eration will be given to the uniqueness of the lending library's collection, provisions for interlibrary loans, and the 
degree of accessibiliry to the students . A college's library must contain, at a minimum, a core collection of physical 
and/or on-line, full-text reference materials appropriate for the offerings of the institution. 

3-6-705. Hold ings. The library shall support the academic programs and the intellectual and cultural development of 
students, faculry, and staff; shall prov ide current and appropria te physical and/or online, full-text resources for th e size 
of the institution and the breadth of and enrollment in its educational programs; shall provide, when appropriate, on
line data networks and retrieval systems, CD- RO Ms, and interactive research systems; and shall be capab le of sup
porting an understanding of scholarly research and/or scholarly research at the graduate level. 

3-6-706. Acquisitions. Library acquisitions are the joint respons ibiliry of th e faculry and library staff, with the greater 
amount of input emanating from the faculty. 

3-6-800 - PUBLICATIONS 

There shall be a separate section in the institution's catalog describing the master's degree objectives, program require
ments, admissions procedures, transfer policies, graduation requ irements, regulations, and course descriptions. 
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Chapter 7 Standards for Doctoral Degree Programs 

INTRODUCTION 

In addition ro the general standards in Chapter 1, which apply ro all institutions, the follow ing standards apply 
specifically ro doctorate degree programs, and are being applied as part of a pilot project. The current scope of 
recognition for ACICS, as approved by the U.S . Department of Education and the Council for Higher Education 
Accreditation, includes diploma programs and degree programs through the Master's degree. Therefore, accreditation 
of a doctoral program by ACICS does not make the program eligible for purposes of participation in federal student 
aid programs, as described in Tide IV of the HEA. Institutions may confer only professionally-oriented doctorate 
degrees . Unlike academic doctoral degrees that prepare students ro work in academia or research, profess ional doc
toral degrees are designed to make students experts in their fields and in the workplace. As such, the outcomes for 
those earning a professional docroral degree involve using knowledge and techniques ro purposefully address prob
lems and opportunities in their workplace. These include degrees such as the J.D., Ed.D., DFA, OBA, etc., but 
excluding the Ph.D . 

3-7-100 - N ATURE OF DO CTORAL ED UCATION 

The awarding of a professional doctorate degree signifies that, in the judgment of the faculty, the student has attained 
special ized and practica l competence wh ich qualifies the recipient for opportunities and additional responsibilities 
beyond the master's degree level. 

The doctorate degree is to be profess ionally oriented and must include the following : 

(a) coursework which heightens the level of professional expertise in the area or field of study sought. 

(b) an understand ing of appropria te research methods relevant to the area or field of study sought. The goal of 
the research is to apply technologies, knowledge, or concepts in a new way to a workplace problem. This 
provides the student an opportunity ro apply knowledge to a high-level issue in the same way he or she 
might operate at work. 

(c) evidence that the coursework enables graduates to function/perform in the area or field of study sought. 

To make a doctora l program distinct ive, a component shall be designed to include practica l research or a research 
project, or dissertation, or other required academic activities . A doctoral degree program is further designed to 
provide the mastery of a subject, theory, and methodology in a specific field of study . The program shall have a 
strategic plan that describes the purpose of the program, provides guidance about its future, and identified measures 
used to define its success. 

3-7-200 - S TATEA UTHORITY 

The institution must be legally authorized by the appropriate state or national education agency, where such authority 
exists, to confer the doctorate degree. 
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3-7-300 - ORGANIZATION AND ADMINISTRATION 

3-7-301. Committee Oversight. The responsibility for developing, modifying, and maintaining the doctoral degree 
program shall be carried out by a qualified designated committee to include, but not restricted to, faculty and 
administrators who, at a minimum, possess a doctoral/terminal professional degree in a related subject area. 

3-7-302. Program Administration. The administration of the doctoral degree program shall be the responsibility of a 
qualified individual with appropriate administrative and educational background and experience related co a doctoral 
degree program. These qualifications must include a doctoral/terminal professional degree in a related subject area. 
The duties of chis individual should be full-time with adequate staff support. The program must require students co 
work with a well-qualified and credentialed committee knowledgeable in methods of research and in the subject 
matter, chaired by an appropriately credentialed individual with expertise in the program area. 

3-7-303. Program Advisory Committee. A program advisory committee, comprised of individuals from similar 
accredited doctoral programs and representatives of the employers that would be hiring graduates, shall meet at least 
annual ly with program administrators and faculty. The committee shall provide advice and guidance about the 
program, the currency and content of its curriculum, admissions criteria , and internship/practicum opportunities. 
Members of this committee may also provide information regarding the validity and rigor of the program and the 
quality of the graduates. 

3-7-400 - EDUCATIONAL AcTMTIES 

3-7-401. Objectives. The objectives of a doctoral degree program reflect the application of an institution's mission co 
its constituencies. An institution applying for the inclusion of a doctoral degree program shall demonstrate that its 
programs, courses, and services are appropriate to its mission and to its specific goals and objectives. Doctoral degree 
programs should emphasize both mastery of subject matter and an understanding of related research and research 
methodology. Specific program objectives must be clearly stated. 

The practical application of research methods must be emphasized in professional doctoral degree programs. This 
emphasis implies development of the student's ability to integrate and apply research to issues related to the discipline 
and its knowledge base as used in industry. 

3-7-402. Program Development. Doctoral faculty must be direccly involved in the development and modification of 
a doctorate degree program's policies, procedures , and curricula. Flexible instructional approaches and schedul ing 
patterns are encouraged in developing innovative doctoral degree programs to serve varying students and their needs. 
The learning objectives must be advanced and provide the depth of practical learning or research. 

3-7-403. Education Requirements. The number of credits required for the doctoral degree shall be, at a minimum, 90 
semester hours, 135 quart er hours, or their equivalent, of course work beyond the bachelor's degree. If a master's 
degree in the same field of study, earned at an institution accredited by an agency recognized by the U .S. Department 
of Education, is required as a prerequisite for admission to the doctorate degree program, the number of credits 
required for the doctorate degree shall be, at a minimum, 54 semester hours, 81 quarter hours, or their equivalent . 
This includes credit for the research project/d issertatio n or other required academic or professional activities. 

The doctoral degree normally is earned over three to five years or the equivalent for full-time students. Limitations on 
the time to degree for pare-time students need co be clearly outlined . Statutes oflimications for program completion 
and course work must be clearly disclosed to students and included in the institutional catalog, as well as on the 
enrollment agreement. 
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For certain first-professional degrees whose structure differs from that of other professional doctoral degrees, the 
required credit hour total and expected time to degree shall conform to what is typical for the field. 

The catalog must provide a detailed explanation of the required courses in the program, as well as a description of the 
required activities and research elements necessary co complete the program . 

3-7-404. Curriculum. The curriculum shall quantitatively and qualitatively approximate the standards at other 
institutions offering comparable degrees. Instructional procedures, texts, materials, and technology shall be appropri
ate to the purposes, curriculums, and standards of collegiate institutions . Evidence shall be provided that curricular 
offerings require the appropriate use of research and library resources. 

The program must be designed for each student to accomplish specified goals and objectives and contribute co 
competence in the subject area or profession at an advanced level. Such activities and requirements must be approved 
by a designated individual and at least two additional individuals within the respective field of study with appropriate 
credentials. 

The research project or other required academic or professional activities must be reviewed, evaluated, and assessed by 
a committee as described above. At least one individual on the committee must be from another appropriately 
accredited institution within the subject area. 

For programs chat include the following components, credit hours shall be pare of the coral credits required for 
program completion and shall be allocated as follows: 

(a) Research project or dissertation - Credit hours shall not exceed 15 semester hours (22 quarter hours) for 
the research project. 

(b) Independent and directed studies - Credit hours shall not in rota! exceed 9 semester hours (14 quarter 
hours) and must consist of an experience(s) that directly relates to and complements the student's program 
of studies. 

(c) Internship or practicum - An internship or practicum shall be required of students with no or limited 
experience in the work environment they are be prepared to enter . Credit hours shall not exceed 6 
semester hours (9 quarter hours) . Credit shall not be awarded for work experience that occurred before the 
student entered the program or as part of current job . 

3-7-405. Enrollment. Enrollment must be sufficient to support regularly scheduled and conducted classes and 
coursework. Doctorate-level courses shall be offered and shall be based on appropriate prerequisites. 

3-7-500 - FACULTY 

3-7-501. Preparation. The institution shall have an adequate and competent faculty working under cond itions that 
encourage the best efforts of each individual. In judging competence of faculty, consideration shall be given to the 
academic preparation and experience of each instructor. 

3-7-502. Assignments. Faculty shall be assigned in terms of their major and minor areas of academic preparation and 
related experience. The size of the faculty shall be appropriate for the enrollment. All doctorate program faculty 
should have appropriate graduate and terminal degrees. All courses are to be taught by faculty possessing terminal 
degrees. Professional certification is not a substitute for a terminal degree. The institution also should encourage 
faculty members to engage in practical or scholarly research and to publish in professional journals . 
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The principal faculty members must possess doctoral/terminal professional degrees from accredited institutions. These 
individuals also must demonstrate expertise in the field of study taught and possess applicable experience in participat
ing in a doctorate degree program. 

3-7-503. Teaching Load. Teaching loads shall be reasonable and shall be justified by factors such as the number of 
different preparations required; the type and method of instruction; the size of classes; the level of instruction; the 
qualifications of the instructor; academic advising, committee membership , and student guidance assigned; and the 
other administrative, research, publication, professional activities and/or scholarship, and community relations 
responsibilities of the instructor. 

3-7-504. Stability. The proportion of faculty employed on a full-time basis shall be sufficient to ensure sound 
direction and continuity of development for the educational programs. The institution shall demo nstrate through 
outcomes and other measures that the proportion of full-time faculty and the faculty's average length of service to the 
institution allow the institution to meet its stated mission. The institution shall promot e stability in the faculty 
through compensation, fringe benefits, professional growth opportunities, and other incentives. 

3-7 -600 - ADMISSIONS 

3-7-601. Enrollment Prerequisites. The threshold admission requirement to a doctorate degree program is, as appro
priate, a bachelor's or master's degree earned from an appropriately accredited institution recognized by the U.S. 
Department of Education. A specific enrollment agreement must be established for the doctorat e degree program. 

3-7-602. Evaluation of Applicants. Institutions should use appropriate techniques to evaluate app licants and to deter
mine whether they have the academic qualifications to successfully complete introductory doctoral -level coursework. 

Internacional students shou ld have English skills to effectively communicate with faculty, staff, and other students. 
For non-English speaking students, a TOEFL score of 550 or an equivalent score on an internationally recognized 
test is required to enter a program offered at a U.S. located institution. 

3-7-603. Transfer of Credit. The institution shall make public its policies on transfer of credit, including a statement 
of the criteria established by the institution by which a determination is made with regard to accepting credits from 
another institution. If the prerequi sites for admission to the doctorate program is a master's degree in the same field 
of study earned at an institution accredited by an agency recognized by the U.S. Department of Education, a maxi
mum of 36 semester hours, or 54 quarter hours, or their equivalent may be granted as transfer credits according co 
the policy established by the institution. In all ocher cases, no more than 20% for the doctorate degree may be 
transferred from another institution. Academic credit shall not be awarded for experiential learning activity. 

3-7-604. Conformance to Institutional Objectives. Admissions procedures, transfer policies, and requirements for 
graduation shall be consistent with the overall philosophy, mission, and objectives of the institution. 

3-7-700 - LIBRARY, INSTRUCTIONAL llEsOURCES, AND TECHNOLOGY 

3-7-701. Staff A professionally trained individual shall supervise and manage library and instructional resources, 
facilitate their integration into all phases of the institution's curricular and educational offerings, and assist students in 
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their use. A professionally trained individual is one with special qualifications to aid students in research and who 
holds a M.L.S. degree or the equivalent, or, for foreign institutions, who holds a master's degree recognized as appro
priate for the position by its government or higher education authority . The institution must provide evidence that 
the degree is from an institution accredited by an agency recognized by the United States Department of Education. 
If the degree is from an institut ion outside of the United States, the institution must be recognized by its government 
as an institution of higher education or be evaluated by a member of the Association of International Credentials 
Evaluators (AICE) or the National Association of Credential Evaluation Services (NACES) to determine the equ iva
lency of the degree to degrees awarded by institutions in the United States. Transcripts, in languages other than 
English, must be translated into English. 

There shall be a professionally trained individual on duty for sufficient hours, as published by the institution, to 
support the programs and to assist students with library functions and research. This individual shall be competent 
both to use and to aid in che use of the library technologies and resources. 

3-7-702. Budget. An annual library budget, appropriate to the size and scope of the inst itution and the programs 
offered, shall be established and the allocation expended for the purchase of books, periodicals, library equipment, 
and other resource and reference materials. 

3-7-703. Function. The library function is shaped by the educational programs of the institution. Institutions 
offering doctorate degree programs shall provide access to resources which enhance, support, and are influential to 
research activities conducted with regard to the field of study. 

These resources shall include bibliographic and monographic references, major professional and_scholarly journals 
and reference services, research and methodology materials, and, as appropriate, information technologies. The depth 
and breadth of the accessible library holdings shall be such as to exceed the requirements of the student to encourage 
the intellectual development of students and to enrich the professional development of the faculty. 

Appropriate reference, research, and information resources must be made available to enhance, augment, and support 
the curricular and educational offerings and to enhance student learn ing. The resources shall include the study, 
reading, and information technology facilities necessary to make the educational programs effective. 

3-7-704. Use and Accessibility. Faculty are responsible for inspiring, motivating, and directing student usage of the 
library resources. The library's adequacy ultimately is determined by the extent tO which physical and/or on-line , full
text resources support all the courses offered by the institution. For library resources, the Dewey Decimal System, 
Library of Congress classification system, or other appropriate system of classification shou ld be used. Records of 
physical and/or on-line circulation and inventory shall be current and accurate and must be maintained to assist staff 
and faculty in evaluating the adequacy and utilization of the holdings. 

Physical and/or on -line, full-text library materials and services must be available at times consistent with the typical 
student's schedule in both day and evening programs . If computer software is utilized, a sufficient number of termi
nals shall be provided for student use. If interlibrary agreements are in effect, provisions for such use must be practica l 
and accessible and use must be documented. In determining the appropriateness of such agreements, consideration 
will be given to the uniqueness of the lending library's collection, provisions for interlibrary loans, and the degree of 
accessibility to the students . A college's library must contain, at a minimum, a core collection of physical and/or 
on-line reference materials appropriate for the offerings of the institution. 
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3-7-705. Holdings. The library shall support the academic programs and the intellectual and cultural development of 
students, faculty, and staff; shall provide current and appropriate resources for the size of the institution and the 
breadth of and enrollment in its educational programs; shall provide, when appropriate, physical and/or on-line, full
text data networks and retrieval systems, CD-RO Ms, and interactive research systems; and shall be capable of sup
porting scholarly research at the graduate level. 

3-7-706. Acquisitions. Library acquisitions are the joint responsibility of the faculty and library staff, with the greater 
amount of input emanating from the faculty. 

3-7-800 - PUBLI CATIONS 

There shall be a separate section in the institution's catalog describing the doctorat e degree program requirements, 
admissions procedures, transfer policies, graduation requirements, regulations , and course descriptions. 
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The following definitions are provided in order to assist institutions in understanding and interpreting the Accreditation Criteria. 
The definitions include some of the most commonly used terms and are defined to reflect their most common usage. These 
normative definitions drawn from no single source are offered by way of example rather than limitation. The Council recognizes 
the evolving and dynamic nature of American postsecondary education . It has no intention of imposing rigid expectations. When 
an institution departs from these norms it may be called upon to defend the academic integrity of the questioned activity. 

Ability to Benefit. A determination made by the institution that, in the absence of a high school diploma or GED 
certificate, the student will be able to benefit, with or without remediation, from the program(s) offered at the institu
tion. The determination should be made before the person is financially obligated or enrolled in a program. 

Academic Probation. Students placed on academic probation are subject to increased scrutiny of their academic 
achievements due to a previous history of academic difficulty. The probation policy must define the conditions of 
probation, including how long a student may remain on probation and the requirements for being removed from 
probation. The institution may establish additional policies as it desires. 

Academic Credential. A certificate, diploma, or degree stating that the student has been graduated from a certain 
curriculum or has passed certa in subjects . 

Academic Year. A period of time generally divided into two semesters, three quarters, or their equivalent, in which a 
full-time student is expected to comp lete the coursework equ ivalent to at least two semesters, three quarters, or their 
equivalent. 

Accreditation. The process whereby a nationally recognized agency or organization grants public recognition to a 
unit of an educat ional organization (such as a school, institute, college, univers ity, or specialized program of study) 
indicating that it meets established standards of quality as determined through initial and periodic self-study and 
evaluation by peers. The essential purpose of the accreditation process is to provide a professiona l judgment as to 

quality of the educational institution or program(s) offered and to encourage continual improvement thereof. 

Achievement Test. A test whic h measures a student's existing ski lls and knowledge (that wh ich has been taught to 
the student) in particular areas such as reading, math, map skills, grammar, etc. 

Additional Location. Any location of an institution other than the main, but under the same corporate structure as 
the main campus (i.e., part of the main campus corporation or a wholly owned subsidiary) that offers educat ional 
activities. 

Aptitud e Test. Aptitude and its tesrs refer to the ability/potential to do schoolwork in different areas such as me
chanics, art, clerical procedures, verbal, and numerical ability. (Important factors such as home environment, fam il
iarity with the English language, and physical and psycho logical well-bei ng at the time of the test all affect this kind 
of measure.) Aptitude tests often are timed, often are multiple choice, and are "normed" for cutoff score on a nation
wide sampl ing of students . 

Applied General Education . Applied general education is defi ned as courses that involve the application of prin
cip les and concepts in communications, humanities and fine arts, mathematics, natural and physical sciences, social 
and behavioral sciences, and technology to the practica l affairs of a specific occupation or occupational cluster. 
Applied general education courses enhance the ability of an individual to apply academic and occupational skills in 
the workplace . Examples of app lied general education courses include technica l writing, business wr iting, bus iness 
statistics, business mathematics, organizational behavior, and human relations. 
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Area of Concentration. In a degree program, the focus of study. Also known as the major. The requirements for the 
major or area of concentration are based upon clearly defined and articulated learning objectives, including a mastery 
of the knowledge, methods, and theories pertinent to a particular area of inquiry, discipline, or field. General educa
tion and other courses not related co the major do not qualify as concentration coursework. 

Articulation. An understanding or agreement between institutions to accommodate the movement of students and 
the transfer of credits between institutions. 

Asynchronous Interactions. Teaching/learning interactions between students and instructors which take place 
intermittently or non-simultaneously with a time delay. 

Audioconferencing. Structured voice-only teaching/learning interaction among individuals or groups in rwo or more 
sites. 

Blended Course or Blended Learning. A course or learning activity chat combines online and face-to-face, in-class 
sessions. Also called "hybrid" course or learning. 

Bulletin Board System (BBS). A computer -based online community which allows participants to interact with each 
other through text messages. 

Calendar. The system by which the institution structures its school (academic) year. The three common types of 
calendars are the semester, the quarter, and the trimester. The semester calendar is generally composed of two semes
ters of 15 co 17 weeks of classes each, including final examinations . The quarter calendar is generally composed of 
three quarters, usually with 10 to 12 weeks of classes each, including final examinations. The summer quarter is 
sometimes subdivided into terms of shorter length. The trimester calendar is composed of three 15-week terms 
including final examinations. The third may be subdivided. 

Campus. All facilities where educational activities take place that are under the direct control of the on-site adminis
tration. 

Campus, Main. A main campus is the primary location of an institution accredited by ACICS. This campus is 
expected co meet fully all applicable standards sec forth in the Accreditation Criteria. (See Section 1-3-101) 

Campus, Additional Location. An additional location is any location of an institution ocher than the main, but 
under the same corporate structure as the main campus (i.e., part of the main campus corporation or a wholly owned 
subsidiary) that offers educational activities. (See Section 1-3-102) 

Campus Addition. A location of a main campus or additional location campus which is under the direct control of 
the on-site administration of chat campus but at a site chat is apart from the primary location of chat campus. (See 
Sections 2-2-101(6) and 2-2-102(6)) 

Category Grant. An institutionally financed award to all students who qualify by meeting the published standards 
for a grant to similarly circumstanced students, such as a grant to active members of the military. 

Certificate. A document issued to evidence completion of a course, seminar, or an academic program. An academic 
program awarding a certificate is usually shorter in length than a program resulting in a diploma. See definition of a 
Diploma. 

Chat Room. An online or virtual meeting space for multiple learners to engage in real-time text-based discussions. 

Clock (or Contact) Hour. A minimum of 50 minutes of supervised or directed instruction and appropriate 
break(s). 
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Community Resources . Individuals, organizations, or businesses that provide information, guidance or support to 
an institution , such as professional and trade associations, employers, guest speakers, and advisory committees . 

Competency Test. A test with pre-estab lished standards to measure performance. An examp le wou ld be a spelling 
component consist ing of ten questions where a score of seven or more is passing. The cutoff "pass-fail" point is 
refer red to as criterion referenced. Usually used for promotion or graduation purposes, these tests are not standardized 
nationally . 

Computer-Assisted Instruction (CAI) . A type of self-paced instruction that uses the computer as the primary 
medium for tutorials, drills, repetitive practice, simulation, or games. 

Connect Time . The amount of time that an online student has been logged on to the education provider's computer 
or server for a particular session. The connect time may be used by a schoo l to monitor an on line student's "atte n
dance" and participation in a class session . 

Course. A single subject descr ibed in an institut ional catalog or bulletin. 

Credit. (1) The quantitative measure ment assigned to a course generally stated in semester hours, quarter hours, or 
clock hours. (2) The recognition awarded upon successful completion of coursework. 

Credit Conversion. The process of converting unit s of credit based on one kind of calendar to unit s based on 
another kind of calendar. For example, the three most common calendars convert as follows: quarter hours multiplied 
by two-thirds equal semester hours; semester hour s multiplied by one and one-half equal quarter hours; and trimester 
hours are equal to semester hours unless the trimester is ofless than 15 weeks' duration, in which case the number of 
weeks and length of class sessions must be considered. While the institution may present itself as credit-w ithout- term, 
one of the three traditional calendars must be used. 

Credit Hour. A unit by which an institution may measure its course work. The number of credit hours assigned to a 
traditionally delivered course is usual ly defined by a combination of the numb er of hours per week in class, the 
number of hours per week in a laboratory, and/or the number of hours devoted to externship times the number of 
weeks in the term . One unit of credit is usual ly equ ivalent to, at a minimum , one hour of classroom study and 
outside preparation, two hours oflaboratory experience, or three hours of internship or practicum, or a combination 
of the three times the numb er of weeks in the term. The numb er of credit hours assigned to a non traditionally 
delivered course must be determined and justified by the institution and approved by the Council. 

Credit Hour, Quarter. The number of credi t hour s assigned to a traditionally delivered course consists of a mini
mum of 10 classroom lecture periods of not less than 50 minutes each and which assumes outside reading and/or 
preparation; 20 laboratory clock hour s where classroom theory is app lied and explored, or manipul at ive skills are 
enhanced ; 30 hours of external discipline-related work experience with indirect instructor supervision or employer 
assessment; or an appropr iate combination of all three. The number of credi t hour s assigned to a nontraditionally 
delivered course must be determined and justified by the institution and approved by the Council. 

Credit Hour, Semester . The number of credit hours assigned to a traditionally delivered course consists of a mini
mum of 15 classroom lecture periods of not less than 50 minutes each and which assumes outside reading and/or 
preparation; 30 laboratory clock hours where classroom theory is applied and explored, or manipulative skills are 
enhanc ed; 45 hours of externa l discipline- related work expe rience with indir ect instructor superv ision or emplo yer 
assessment; or an appropriate comb ination of all three . The number of credit hours assigned to a nontraditionally 
delivered course must be determined and justified by the institution and approved by the Council. 

Credit Hour, Trimester. A minimum fifteen-week term. Trimester credits are equivalent to semester credits. 

Cwriculum. A program of courses fulfilling the requirements for a certificate, diploma, or degree in a particular field 
of study. (See definition of Program.) 
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Degree . Credential awarded as official recognition for the successful completion of an academic program. 

Degree, Advanced . A degree beyond the bachelor's degree (e.g., M.A., M.S., M .B.A., Ph.D.). 

Degree, Associate. The academ ic credential granted upon successful completion of an educational program of at 
least two but less than four academic years of college work. 

Degree, Baccalaureate. The academic credential granted upon successful completion of an educational program of 
at least four academ ic years of college work. 

Degree, First Professional . The first degree signifying completion of the minimum academic requirements for 
practice of a profession. A first professional degree is most commonly a bachelor's degree, but is sometimes a master's 
or doctorate (e.g., M.L.S., J .D., M.D.). 

Degree, Graduate . (1) In general, any degree conferred by a graduate division or a graduate school of an institution 
of higher education . (2) More specifica lly, all advanced degrees, and also all first profess ional degrees which are 
conferred by graduate schools . 

Degree, Professional Doctorate. The degree signifying completion of the advanced academic requirements for practice 
of a profession. A professional doctorate degree is most commonly a practitioner-based degree beyond the maste r's 
degree level (i.e., J.D., Ed.D., DFA, OBA, ere., but exclud ing the Ph.D.). 

Degree, Specialized . The credential granted upon successful completion of an educat ional program of at least two 
academic years or equivalent of college-level work which includes an emphasis on occupational and technical course 
work. 

Diploma . A document issued to evidence successful completion of an academic program. A diploma is awarded for 
programs varying in length from on ly a few months co chose lasting several years and award ing degrees. 

Distance Education or Distance Learning. A structured educat ional situation in which the students and instructors 
are physically separated . Di stance education supporcs regular and substantive interaction synchronous ly or asynchro
nously between instructor and learner, among learners, and between learners and learning resources throug h one or 
more interactive technologies. 

Electronic Learning or £-learning. Refers to a wide range of methodologies used in the delivery of instructional 
content via Internee, satellite broadcast, interactive TV, CD-Rom, etc. 

Employer Satisfaction. The level of employer satisfaction is a required element of the Campus Effectiveness Plan (see 
Section 3-1-1 I 1 of the Accreditat ion Cr iter ia). Employer satisfact ion and the level of satisfaction are defined by the 
institution based upon information collected on a regular basis from emp loyers who have, or might, hire graduates from 
the programs offered by the institut ion. Recommended inform ation includ es a survey of local employers as well as 
non-local employers who have hired graduates. Satisfaction questions should cover different aspects of career preparation 
in genera l (such as professionalism, foundat ional and soft skills) as well as specific skills in the particular field and the 
overall satisfaction of the emp loyer with the preparation of gradu ates provided by the institution. 

Enrollment, Full-Time Equivalent. The equiva lent number of full-rime students at an established census dare, 
equivalency being established by dividing the total student credit hours by the assumed normal individual load of credit 
hours. 

Externship . See Practicum. 

Face-to-Face or F2F. Refers to the traditional classroom teaching/learning environment. Also known as Instructor
led Trainin g or ILT, on-ground training, or on-s ite training. 
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Faculty Contact Hours. The total hours of scheduled instructional activity spent by instructional faculty as of a 

specific period of time. If a course meets three hours per week for 15 weeks, it yields 45 contact hours. 

Faculty Development. The activities by which faculty gain knowledge and skills to enhance expertise in the specific 
area(s) of instruction or on new curriculum concepts, theories and techniques of instruction, and educational media. 
The institution must demonstrate that the balance between methodology training (in-service) and content knowledge 

enhancement (professional growth) is appropriate for the individual faculty member. All activities must be document
ed. (See also "in -service training" and "professiona l growth") 

Financial Aid. Student financial assistance funded by state or federal programs and administered by the institution. 

Follow-up. The study of any group of students or former students of the institution who have shared a common 

experience to determine if patterns emerge in their subsequent act ions or behavior which prove useful in understanding, 
counseling, and establishing policies for other students; for example, a study of the number of graduates who have 

entered graduate schools or a study of the number of graduates who have obtained emp loyment. 

Four-Year Institution. (1) Literally, an institution of higher education offering four years of college-level work culmi

nating in a bachelor's degree. (2) In common usage, distinguished from a two-year institution, and characterized by 
offering four or more years of coursework normally creditable toward a bachelor's or higher degree or equivalent award. 
In addition to coursework normally creditable toward a bachelor's or higher degree, four-year institut ions may also offer 

other types of instruction; e.g., courses in general and continuing education, shore courses, occupational curriculums 

leading to an associate degree, etc. 

Full-Motion Video. Transmission of the complete action tak ing place at the originating site . 

General Education . Those areas oflearning which are deemed to be the common experience of all "educated" persons, 
including subject matter from the humanities, mathematics and the sciences, and the social sciences. 

General Education . Humanities- Courses in fields such as literature, philosophy, logic, foreign language, art, music 
appreciation, and communications, including rhetoric, composition, and speech; but excluding business communica 

tions, spelling, letter writing, and word study . 

General Education . Mathematics and the Sciences- Courses such as biology, chemistry, physics, geology, astronomy, 
and mathematics theory and analysis, including algebra, trigonometry, geometry, calculus, and other advanced math

ematics courses, but exclud ing business mathematics and basic computations . 

General Education . Social Sciences-Courses such as history, economics, political science, geography, sociology, 

anthropology, and general psychology, but excluding courses such as practical psychology, selling techniques and social 
or business behavior. 

Graduate Satisfaction Level. The level of graduate satisfaction is a required element of the Campus Effectiveness 
Plan (see Sect ion 3-1-111 of the Accreditat ion Criteria). Graduate satisfact ion and the level of satisfaction are defined 

by the institution based upon information collected on a regular basis from students who have graduated from the 

programs offered by the institution. Recommended information includes the results of survey of graduates who left 
the institution at least six months prior to being contacted . Satisfaction questions should cover different aspects of the 

program and the institution as well as overall satisfaction of the graduate with the preparation for the position 
provided by the institution. 

Graduation Rates (when available). ACICS is developing a measure of graduation rates that is compr ehensive and 
applicable at the program, campus, and institution level. Once the measure has been implemented through the 

Campus Accountability Report and validated, the graduation rate will be a required element of the Campus Effective 
ness Plan (see Section 3-1-111 of the Accreditation Criteria) . The comprehensive graduation rate is defined by 

ACICS in terms of the number of students who have completed or graduated during a reporting year, divided by the 
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number of completers and graduates plus the number of students who have withdrawn, and expressed as a percent. 
The graduation rate, also called the gradua tes-to-leavers ratio, is calculated at both the program and campus levels, 
based upon data submitted for the annual Campus Accountability Report (CAR) and according to the detailed 
formula and terms defined in the Guidelines and Instructions for the Campus Accountability Report, which is 
available on the ACICS website. The detailed formula includes definitions, adjustments, and exclusions for calculat
ing completers, graduates and withdrawals. 

Home Institution. In a case where an institution collaborates with another entity for the delivery of distance educa
tion courses, "home institution" is the campus through which the student enrolls for the course. The Home Institu
tion is responsible for assuring chat accrediting standards are met, for providing on-campus services, and for clearly 
demonstrating throu gh a formal Consortium Agreement the roles and responsibilities of the Home Institution and 
the Host Institution, which may deliver the distance education courses and specified online services. The Consor
tium Agreement must be approved by ACICS and must provide for evaluation visits to the Host Institution as may 
be required by ACICS. 

ACICS expects the Home Institution to offer a minimum of 25% of a program if courses are delivered under a 
distance education Consortium Agreement with an approved accredited institution, and to offer a minimum of 75% 
of a program if courses are delivered under a distance education Consort ium Agreement with an approved unaccred
ited entity. 

Host Institution. The institution which collaborates with an accredited institution in delivering distance education 
courses and specific online services as described in a formal Consortium Agreement approved by ACICS . The 
Consortium Agreement must provide for evaluation visits to the Host Institution as may be required by ACICS. 

If the Host Institution is an approved unaccredited entity, it is subject to an evaluation visit once every three years as 
required by ACICS. 

Humanities. See General Education (Human ities). 

Hybrid Course or Hybrid Program. A hybrid course is one which mixes face-to-face, traditional classroom instruc
tion with online instruction. A hybrid program is one which offers or requires a percentage of the required courses in 
a program online. ACICS requ ires the school to clearly outline the percentage of on line activity included in a course 
or a program. Institutions are required to apply for and secure approval prior to initiating any distance education 
activity and also when it increases its distance education activity to the extent that it constitutes 50% or more of a 
program. 

In-Service Training. Special planned and systematic experiences sponsored by an institution and related to curr iculum 
and instruction that affect the majority of the faculty in a collective fashion. In-service education has as its major goal 
the updating of teachers in ( 1) subject matter, (2) curriculum concepts, (3) new theories and techniques of instruction, 
and (4) new educational media. The most common activity is a lecture by an outside speaker on a subject related to 
curriculum, the institution, or a societal issue. 

Independent Study. Independent study involves a high level of independence and self-direction on the part of the 
student to read, conduct research, and complete written examinations, reports, research papers, and similar assignments 
designed to measure the student 's grasp of the subject matter. Under the supervision of a faculty member, a learning 
contract signed by the student and institution shall be developed which outlines specific learning objectives, texts, 
supplementa l readings, course requirements, evaluative criteria, and examination dates. Because independent study 
classes are the exception and not the rule, the number of courses that a student will be allowed to take independently 
should be limited. 

Information Technology . Method or modes of delivering training, education, or research information via current or 
new tele-communicacions technologies, such as television broadcasts, closed circuit television systems, cable television, 
satellite transmissions, computers and computer-based access to external learning resources, videotape and interactive 

Effective April 14, 2014 81 



GLOSSARY 

video disc, audio by disc, tapes or broadcasts, and other such information and telecommunications systems that alone or 
in combination assist in teaching and learning. 

Institution. A main campus and any additional locations of that main campus. As an institutional accreditor, 

ACICS accredits institutions as a whole and does not separately accredit individual campuses or programs . (See Title 
I, Chapter 3, Introduction) 

Institution, Single Campus. An institution that provides educational programs at one main, free-standing campus. 

(See Sections 1-3-201 and 2-2-201) 

Institution, Multiple Campus. An institution that provides educational programs at one main campus and one or 

more additional locations . (See Section 1-3-202 ) 

Institution, Distributed Enterprise. An institution chat provides educational programs at multiple locations 
operating within the context of a well-established and highly centralized adm inistrative system. (See Section 1-3-203) 

Integrated Learning System or ILS. A network system that provides a complete package of curriculum, assessment 
capabilities, record keeping, and ocher aids to monitor and manage student learning activity . 

Internship. See Practicum. 

Laboratory. A setting, usually with equipment, where students app ly knowledge or instruction acquired in another 
setting, usually a class lecture or outside reading, to enhance skills and solve problems. Normally, two hours of work in a 

laboratory setting with an instructor present has the credit equ ivalency of one hour of classroom lecture. 

Learning Management System or LMS. A system to manage courses created by a variety of publishers and provid
ers. The LMS also helps the school manage online or distance education activity by providing critical reporting 

mechanisms. 

Learning Object. An e-learning content module which is reusable, easily classified and stored in a data repository. 

Lecture. A setting, usually a classroom, where a teacher instructs students in the theory, principles, or history of an 

academic or vocational subject. To maximally benefit from such instruction, a student is assumed to have done outside 
preparation. Two hours of preparation for each hour of lecture instruction are generally assumed . 

Loan. An advance of money, generally evidenced by a promissory note, on the agreement to repay abso lutely such 
advance, with or without interest. 

Lower-Division Course. Generally, a survey course chat includes an introductory overview of a particular area of 

knowledge. These courses often do not include a prerequisite for enrollment and frequently are offered to freshmen
and sophomore- level students . Lower-division courses usually carry course numbers in the 100-299 or 1000-2999 

range. 

Mathematics and the Sciences. See General Education (Mathematics and the Sciences) . 

Need-based Grant. An institutionally financed award to a student who demonstrates a need for financial assistance in 

order to participate in the educational program. Need-based grants must be made available to all students on the 
same terms. 

Online Learning. A term used interchangeably with Internet-based Learning, Web -based Learning, or Distance 
Learning. 

Outcomes. The effectiveness of an institution is determined by its outcomes. In determining effectiveness, institu

tions are required to evaluate the following outcomes: placement rates (in field, related field); graduate pass rates 
relative co minimum quantitative standards for state licensing examinations; employer satisfaction as determined by 
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periodic surveys of those who employ graduates; graduate satisfaction as determined by periodic surveys of gradua tes; 
and student satisfaction as determined by periodic surveys of current students. Institutions also may use additional 
outcomes in evaluat ing effectiveness. 

Placement Rate. The placement rate is a required element of the Campus Effectiveness Plan (see Section 3-1-11 1 of the 
Accreditation Criteria). The Placement Rate is defined by ACICS in terms of the total number of completers and 
graduates minus those who are not placed (employed) in their field of study or a related field of study, divided by the 
total number of completers and graduates. The placement rate is calculated at both the program and campus levels, 
based upon data submitted for the annual Campus Accountability Report (CAR) and according to the deta iled formula 
and terms defined in the Guidelines and Instructions for the Campus Accountability Report, which is available on the 
ACICS website . The detailed formula includes definitions of in field and related field placement, adjustments, and 
exclusions for students not available for placement. Three years of placement rate data are required in the CEP, and the 
institution is requ ired to define and publish goals for placement rates. ACICS also publ ishes standards for campus-level 
and program-level placement rates which accredited institutions are expected to meet or exceed. Institutions falling 
below Counc il standards are subject to planning requirements, monitoring, show cause directives or negative action 
including loss of program approval, campus inclusion or institutional accreditation . 

Practicum. A supervised practical experience that is the application of previously stud ied theory. Normally, three 
hours of work in a practical setting has the credit equivalency of one hour of classroom lecture. Under the supervision 
of a faculty or staff member, a written agreement shall be developed that outlines the arrangement between the 
institution and the practicum site, including specific learning objectives, course requirements, and evaluation criteria. 

Professional Growth . The process by which employees gain knowledge and skills which enhance their expertise. 
Professional growth may be accomplished through a combination of the following activities: membership and 
part icipation in educational associations, professional organizations, continuance of education, concurrent related 
business experience, educational research, and awareness of current practices and standards. 

Attendance at seminars, conventions, field visits, vendor shows, equipment exhibits, etc., are excellent opportunities 
for instructors to gain enrichment. Professional writing by an instructor is also an example of professional growth. 

Program . A sequential grouping of courses which forms a considerable part, or all, of the requirements for an 
academ ic credent ial or an occupational objective. May refer to the total educational offering of an institution. See 
Curriculum . 

Record, Permanent Academic. The official document on which is listed the courses attempted, grades and credit 
earned, and status achieved by a student. 

Record , Student. A file which may contain the following : a record of the student's scholastic progress, the extracur
ricular activities, personal characterist ics and experiences, family background, secondary school background, apti
tudes, interests, counseling notes, etc. 

Refund. Return of money, cancellation of obligation, or otherwise resolution of the debt. 

Regular student. A student who is enrolled in a program leading to a certificate, diploma, or degree at an institution 
and is satisfactorily progressing toward program completion in compliance with the Standards of Satisfactory Progress 
as stated in Sections 3-1-4 20 through 3-1-423. Any other student attending the institution is considered in an 
extended enrollment status and is not eligible for government student aid. 

Retention Rate. The retention rate is a required element of the Campus Effectiveness Plan (see Section 3-1-111 of 
the Accreditation Criteria). The Retention Rate is defined by ACICS in terms of the total student enrollment, minus 
those students who withd raw, divided by the total student enrollment and expressed as a percent. The retention rate 
is calculated at both the program and campus levels, based upon data submitted for the annual Campus Accouncabil-
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ity Report (CAR) and according to the detailed formula and terms defined in the Guidelines and Instructions for the 
Campus Accountability Report, which is available on the ACICS website. The detailed formula includes definitions 
adjustments, and exclusions for calculating total enrollment and withdrawals. Three years of retention rate data are 
required in the CEP, and the institution is required co define and publish goals for retention rates. ACICS also 
publishes standards for campus-level and program-level retention rates which accredited institutions are expected to 
meet or exceed. Institutions falling below Council standards are subject to planning requirements, monitoring, show 
cause directives or negative action including loss of program approval, campus inclusion or institutional accreditation . 

Scalability. Provisions available for a computer appl ication co handle expansions in size, volume, or number of users 
without undue disruption. 

Self-paced Instruction. An educational delivery method by which a student progresses through a course or program 
of study in residence utilizing either computer software or instructional materials and resources. Students progress 
through the course or program at their own pace with limited interaction with the instrucror. The instrucror, how
ever, is responsible for overseeing the progress of the student and for evaluating and grading the student. 

Scholarship. (1) The quality of a student's achievement in the student's studies . (2) A financial award which does not 
involve repayment. A scholarship may be institutionally financed or funded by a third party. It is awarded by the 
institution in accordance with published standards which describe student qualifications and the source of funding. 
Reasons for the award may include one or more qua lifications such as the student 's performance (or potential for 
performance) in the educational program of the institution, financial need, talents sought or service valued by the 
institution or the third party. 

Simulations. Computer applications that offer highly interactive options for the learner to practice skills, model or 
role-play in realistic scenarios. 

Social Sciences . See Genera l Education (Social Sciences). 

Student, Full-Time. A student who is enrolled in a minimum of 12 credit hours per term or its equivalent. 

Student Learning Outcomes. Student Learning Outcomes are a required element of the Campus Effectiveness Plan 
(see Section 3-1-11 1 of the Accreditation Criteria). Student Learning Outcomes are defined by the institution based 
upon information collected on a regular basis by faculty in the programs offered by the institution. Recommended 
information includes data on student learning outcomes of job-specific courses as well as the outcomes of general 
education courses, where applicab le. Measures shou ld, where possible, be applied rather than abstract or theoretical, 
integrated rather than fragmented, and program-level rather than course-level or institut ion-level. Examples of data 
include student externship/practicum grades, student portfolio grades, capstone course grades, GPA, CGPA, pre- and 
post-tests, Ability- to- benefit (ATB) and other entrance or course placement assessments, graded portfolios, standard 
ized rests, professional licensure exams, program reviews, skill checklists, competency tests, clinical work, and senior 
projects. Placement data should not be used as a measure of student learning outcomes . 

Syllabus. A description of how the course will be taught with a planned arrangement of materials and activities. The 
minimum requirements for a course syllabus consist of the tide and course description, course number, course prereq
uisites and/or corequisites, instructional contact hours/credits, learning objectives, instructional materials and refer
ences, topical outline of the course, instructional methods, out-of-class learning activities and assignments, assessment 
criteria, method of evaluating students, and the date the syllabus was last reviewed. A course syllabus should be 
reviewed tO ensure that it reflects the most recent trends, developments, and instructional materials for the specific 
subject areas. A current syllabus prepared and utilized by instructors in guiding and directing the learning experience 
of the students is necessary to ensure the quality of instruction. 

Synchronous Interactions. Teaching/learning interactions between instructors and students which take place in real 
time or simultaneously through the use of various online technologies. These may include: virtual classrooms, audio
or videoconferencing, In ternet teleconferences, etc. 
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Term. (1) A calendar unit. (2) Division of the school year during which an educational institution is in session; it 
may designate the summer term or may be used as a synonym for quarter, school term, semester, or trimester. 
Historically, a term has been any one of the two or th ree major periods during which classes were in session, specifi
cally referred to as the fall term, spring term, etc. 

Terminal Degree . The highest credential generally available in a discipline, which usually is an earned doctorate such 
as Ph.D., Ed.D ., J.D., or D.B .A. In some disciplines, however, the master's degree is considered the terminal degree. 
Examples include the M.F.A., M.S.W, and M.L.S. 

Threaded Discussions. Online classroom activity in which the instructor may post a series of messages on a particu
lar topic and invite the students to participate in the discussion forum. 

Transcript . A copy of the permanent academic (educational) record at an institution of higher education. It becomes 
an official transcript when the seal of the institution is affixed and the signature of an author ized person is appended. 

Two-Year Institution. (1) Literally, an institution of higher education offering the first two years of college-level 
coursework. (2) In common usage a two-year institution is distinguished from a four-year instituti on and is charac
terized by offering at least two, but less than four, years of an organized curriculum. The curriculum may be of the 
transfer type (with credits normally transferable at full value toward a bachelor's degree), terminal-occupational, or 
open-ended. Two-year institutions include junior colleges, technical institutes, and semi-professional schools. In 
addition to organized curricu lums, two-year institutions also may offer other types of instruction, e.g., courses in 
general education and adult education, short courses, and special lectures. 

Upper-Division Course. Generally, a course that presents more specialized course content and is more rigorous than 
a lower-division course, and that o~en includes at least one prerequisite. Upper-division courses usually carry course 
numbers in the 300-499 or 3000-4999 range. 

Validated Test. A nationally recognized, standardized or industty-developed test which consistently measures what it 
is designed to measure, e.g., ability of non-high school graduates to benefit from post-secondary education. 

Videoconferencing. A teaching/learning activity which uses video and audio signals to communicate with student 
groups at diverse locations. 

Webinar. A synchronous online conference in which the teacher or presenter may communicate with students via 
text, audio, video, electronic whiteboard and other devices. The event may include listener participation and arch ived 
for asynchronous delivery. 

Withdrawal. The termination of a student's attendance in a class or in all classes before the end of the term. 
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BYLAWS 

ARTICLE I 
General Provisions and Definitions 

Section I - Name. The name of the corporation shall be the Accrediting Council for Independent Colleges and 
Schools, which corporation also is referred to herein as "ACICS" or "the Corporation". 

Section 2-Board of Directors. The governance and administration of the affairs of the Corporation shall be vested in a 
Board of Directors (somet imes referred ro herein as the "Board"). The Board shall be const itut ed as provided in 
Article IL 

Section 3 - Council. The Council shall consist of elected and appointed commissioners . 

Section 4-Recognition. ACICS shall be the body holding recognition from the U.S. Secretary of Education and any 
other appropriate recognition bodies. 

Section 5 - Directors. Directors are those persons serving on the Board of Directors . 

Section 6-Commissioners . Commissioners are those persons elected by their peers or appointed by the Cou ncil to 
serve designated terms on the Council. 

Section 7 - Public Representatives. Representatives of the public are persons who are interested in career education; have 
knowledge or experience useful to the accreditat ion process; are willing tO contribute opinion, advice, and expertise tO 

the endeavors of ACICS and the Council; and are not (1) employed or formerly employed by an institution or 
program that either is accredited by the agency or has applied for accreditation or (2) associated as members of the 
governing board, owners, shareholders, consultants or in some other similar capacity with an institution or program 
that either is accredited by the agency or has applied for accreditation; or (3) a member of any related, associated , or 
affiliated trade association or membership organization; or ( 4) a spouse, parent, child or sibling of an individual 
identified in paragraph (1), (2) or (3) of th is definition. 

Section 8 -Membership. Membership shall be institutional or organizational in nature and shall consist of accredited 
colleges, postsecondary schools, additional locations, and ocher entities, all as defined in th e Accreditation Cri teria of 
ACICS. 

Section 9 - Ofjices. The main offices of ACICS shall be in the Washington, D.C. , metropolitan area. ACICS may have 
other temporary or permanent offices to facilitate its work . The office of the Corporation's registered agent shall be an 
office of ACICS . 

Section JO- President. The President of the Accrediting Cou ncil for Indepe ndent Co lleges and Schools shall be 
designated by the Board of Directors and shall be ACICS's chief executive officer. 
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AR TICLE II 
Board of Directors 

Section I -Composition. The Board of Direccors shall be composed of the commiss ioners and the President . The 
President shall serve ex officio as a member of the Board and shall have no vote. 

Section 2 - Powers and Duties. Except as otherwise provided by law or in these Bylaws, the Board of Directors shall 
have the right and responsibility to manage and direct the affairs and exercise the powers of the Corporation . Respon
sibilities of the Board shall be to : 

(a) provide for an annual certified audit and management letter regarding all financial affairs of ACICS; 

(b) develop and approve an annual budget; 

(c) oversee revenues, expenditures, and investments; 

(d) monitor and coordinate external affairs, including government and consumer concerns; 

(e) assure canons of ethical business operations and personal conduct; 

(f) employ a chief executive officer whose title shall be President; 

(g) conduct an annual meeting of the membership of ACICS; 

(h) facilitate communication and coordination among the commissioners; 

(i) coordinate strategic planning, assess the effectiveness of the strategic plan, and rake final action on the 
strategic plan; 

(j) assess the effectiveness of ACICS in fulfilling its mission and meeting its goals and objectives; 

(k) take all actions necessary to perform required functions of the Corporation; and 

(l) amend the Bylaws as provided for herein. 

Section 3 - 0./ficers of the Board and officers of the Council. The officers of the Board of Directors shall be: Chair; 
Chair -elect; Secretary, by virtue of service as President; and Treasurer. The officers of the Counc il shall be: Chair and 
Chair-elect. 

(a) Chair. The Chair of the Council shall serve also as the Chair of the Board of Direccors. The Chair shall 
preside over all meetings of the Board and of the Council and is responsible for seeing chat policies 
established and actions taken by those bod ies are carried out. The Cha ir will represent the Board and the 
Council in their dealings with governmental bodies, the press, and the public, and may sign or approve 
correspondence and ocher instruments. 

(b) Chair-elect. The Chair-elect of the Council shall serve also as Chair-elect of the Board . The Chair-elect 
assumes responsibilities as delegated by the Board; in the absence of the Chair, shall serve as Chair of the 
Board and of the Council; serves as Chair of the Nominating Committee; and shall serve as Cha ir of the 
Board and Council in the subsequent year. 

(c) Secretary. The President shall serve as the Secretary of the Board. The Secretary is responsible for preparing 
and maintain ing custody of the minutes of all meetings of members, the Board, and the Counc il for the 
purpose of authenticating the records of the Corporation for each, for giving all notices required in 
accordance with these Bylaws, for receiving service in legal matters, and for performing all duties 
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customary to the office of Secretary. The Secretary shall have custody of the corporate seal and authority to 
affix the seal to any instrument requiring it. 

(d) Treasurer. The Treasurer shall be a Director and shall be elected by majority vote of the Directors present 
and voting at a duly constituted meeting of the Board . The Treasurer shall keep or cause to be kept 
complete and accurate accounts of receipts and disbursements and shall direct the President co ensure 
deposit of all moneys and other valuable property of the Corporation in such banks or deposicories as the 
Board may designate. The funds, books, and vouchers under supervision of the Treasurer or other 
delegated persons , with the exception of confidential report s submitted by the members, shall at all times 
be subject to verification and inspection by the Board. The Treasurer shall serve on the Audit and 
Investment Committees of the Board of Directors. The Treasurer shall, at the annual meeting of members 
or by direct mail, report on the financial condition of the Corporation at lease once annually. 

(e) Additional Officers. The Board may create positions of Assistant Treasurer and Assistant Secretary as 
necessary for the orderly conduct of business . When so authorized, the President shall appoint individual s 
from the professional staff to fill such offices and may assign appropriate duties to them. The President 
shall be responsib le for filling all vacancies occurring in these positions . 

(f) Terms. Except as otherwise provided in these Bylaws, officers of the Board or the Council shall serve in 
office for one (1) year or until election of a successor or, if ex officio, as long as they hold the position 
which entitles them to serve as an officer of the Board or Council. 

ART ICLE III 
Council 

Section ] - Composition. The Council shall consist of the elected and appointed commissioners generally representing 
member institutions, and appointed commissioners-at-large, who are unaffiliated with a member institution and 
public representatives. It shall comprise fifteen (15) commissioners, at least five (5) of whom shall be elected by the 
mem bership and the balance of whom shall be appointed by the Council, and it shall includ e at least two academic 
representatives and at least two administrative representatives. Academic representative is defined as someone cur
rently or recently directly engaged in a significant mann er in postsecondary teaching and/or research. Administrative 
representative is defined as someone currently or recently directly engaged in a significant manner in postsecondary 
institutional or programmatic administration . At least three of the appointed commissioners shall be public represen
tatives. Notwithstanding the foregoing, an elected commissioner may be replaced by an appointed comm issioner for 
the remaind er of the elected commissioner's term in the event of a vacancy. 

Section 2 -Powers and Duties. Responsibilities of the Council shall be co: 

(a) promulgate standards of accreditation and establish eligibility conditions, policies, and procedures for 
accreditation; 

(6) cake final action on initial grants of accreditation; 

(c) cake final action on denial, suspension, and withdrawal motions; 

(d) provide mechanisms for appeals and dispute resolution to ensure due process in resolution of conflicts 
between members and the Council; 

(e) provide to members appropriate accreditation-related services such as cons ultation, accreditation process 
workshops, and training opportunities for evaluators; 

(f) disseminate information on standards, procedures, and activities; 
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(g) monitor compliance with the standards; 

(h) receive and act on other applications; 

(i) issue show-cause directives and place institut ions on probation; 

(j) serve as liaison to recognition agencies or bodies; 

(k) issue a list of accredited colleges, schools, and organizations; 

(I) assess and collect fees from members; 

(m) take final action on the strategic plan; and 

(n) exercise other powers and duties incidental to the foregoing. 

Section 3 - Chair and Chair-elect. The Chair of the Council shall be the Chair-elect from the previous year. The 
Council shall elect the Chair-elect of the Council, who will become Chair in the subsequent year, annually by 
majority vote of the commissioners present and voting at a du ly constituted meeting of the Council. 

AR TICLE IV 
Elections, Terms, Vacancie s, Removal, Resignations , and Comp ensation 

Section I - Elections. Elections shall be held annually, in years when elected positions must be filled, for the selection 
of persons each of whom shall serve as elected commissioners on the Counci l and the Board. No person shall serve as 
a member of the Council and not of the Board, nor shall any person other than the President serve as a member of 
the Board and not of the Council. 

Section 2-Eligibility for Election and Voting. Any person employed by a member institution in good standing and 
meeting other eligibility criteria is eligible co run for Council and Board membership. Each main and branch can1pus 
is entitled to one Designated Delegate who is authorized to vote in all elections on behalf of that member institution 
as well as, in all ocher matters requiring a vote of the members. Appointment of the Designated Delegate is made by 
the chief executive officer of the institution by notice in writing to ACICS. Multiple campuses under common 
ownership may be represented by one designated delegate, who shall be empowered to cast votes on behalf of each 
campus. Changes of Designated Delegate shall be made in writing at least fifteen (15) days prior to the date of any 
scheduled election, which becomes the record dace for determining eligibility co vote. Results of elections shall be 
certified by the Execu rive Committee. 

Section 3 - Voting Procedures. Specific election procedures concerning candidate qualifications, deadlines for registra
tion, dates and methods of balloting and absentee balloting shall be developed by the Board and may vary from 
election to election. Electronic voting, properly secured, shall be allowed. The following general procedures shall 
apply co all vot ing: 

(a) there shall be at least two candidates nominated for each elective position by the Nominating Committee; 

(b) nominations by petition for each elective position will be permitted if such petition (i) is received at least 
45 days prior co the date of the election, (ii) contains the names and signatures of Designated Delegates 
representing at least ten percent of me institutions that are members of ACICS, (iii) demonstrates that the 
petitioner satisfies the eligibility requirements contained in Section 2 of mis Article, and (iv) meets any 
other procedural requirements which may be established by the Board; 

(c) every member, if properly registered and current with financial obligations, shall have the opportunity to 
vote; 
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(d) proxy voting is not permitted in elections; 

(e) no more than one person from any institution or group of institutions commonly owned, may serve at 
any one time on the Council; 

(f) voting on behalf of multiple members under common ownership and control by one Designated Delegate 
may be permitted on membership-wide matters. The multiple members represented by one Designated 
Delegate must be recorded with the Secretary prior to the vote, and the multiple members represented by 
a single Designated Delegate shall count coward a quorum; 

(g) only the Designated Delegate of each member is eligible to vote; 

(h) voting shall be by secret ballot, which includes secure electronic balloting; 

(i) a majority vote, unless otherwise provided by these Bylaws, shall decide all non-candidate matters; and 

(j) a plurality vote shall decide all candidate elections. 

Section 4-Assumption of Office. New commissioners shall assume office on January 1 of the calendar year following 
election or appointment, unle ss othe1wise provided for by the Council. Incumbent commissioners will remain in 
office until new commissioners are seated. 

Section 5 - Terms. Term of service as a commissioner shall be five years. A person elected or appointed to fill a term of 
less than two and one-half years is entitl ed to app ly for nomination and election or appointment to a full term. Upon 
completion of a commissioner's term, the commissioner shall not be eligible to serve another term through election 
or appointment until three (3) years have elapsed. How ever, a commissioner who is elected to the Office of Chair
Elect in the final year of that commissioner's term shall have that term extended for one year to allow service as the 
Chair of the Council tO be fulfilled. If nominat ed, public rep resentativ es may serve one additional appointment 
without the three -year waiting period. 

Section 6- Vacancies. Where a vacancy exists, the Nominating Committee shall review and make recommendation s co 
the Council for its consideration. 

Section 7 - Resignations. Resignation from service as a commissioner and Director may be voluntarily tendered at any 
time. The resignation becomes effective upon receipt of written notic e by the Chair of the Board and Council or the 
President. Automatic tendering of resignation is required under the following circumstances or conditions : 

(a) denial, suspension, or revocation of accreditation at the institution with which affiliated; 

(b) cessation or announced cessation of operations at such institution ; 

(c) filing for reorganization or bankruptcy by such institution or its parent corporation; 

(d) debarment by the U.S . Department of Education from employment at any institution participating in 
federal student funding programs; 

(e) indictm ent for a criminal offense; 

(f) change of control or ownership at the institution with which affiliated; 

(g) failure of such institution to meet its financial obligations to ACICS which results in loss of membership; 

(h) change in employm ent status (other than internal ); and 

(i) change in Designated Delegate status . 
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Not all of the foregoing necessarily will result in acceptance of resignation but must be considered by the Council 
before service can continue. 

Section 8 - RemovaL A commissioner may also be removed by not less than a two-thirds (2/3) vote of the Council for 
breach of any code, canons, or tenets of ethics formally adopted pursuant to these Bylaws. 

Section 9 - Compensation. Commissioners shall serve without compensation. Public representatives shall receive 
honoraria for service in such amounts as the Board shall fix. Commissioners, as well as members of committees, if so 
provided in advance, shall be reimbursed for expenses incurred in performance of authorized duties. 

ARTICLEV 
Committees 

Section I - Standing Committees of the Council There shall be the following standing committees of the Council: 

(a) Nominating Committee. The Nominat ing Committee shall be responsible for the screening of nominees 
and the selection of candidates for election as commissioners. It also shall identify persons qualified to be 
appointed as commissioners and recommend chem to the Counci l for appointment. The Nominating 
Committee shall seek to maintain a Council that is generally representative of the types of member 
institut ions. 

(1) Composit ion . The Nominating Committee shall be appointed by the Cha ir of the Counci l and shall 
consist of five (5) members, at least four (4) of whom are current commissioners. Members representing 
both nondegree and degree granting institutions are encouraged. There shall be two (2) representatives from 
the Executive Committee of the Board of Directors and one (1) person from an ACICS-accredited 
institution who may or may not be a member of the Council. The Chair-elect of the Counc il and Board 
automatically serves as the Chair of the Nominating Committee. 

(2) Procedures. The membership of ACICS shall be notified of the composition of the committee and 
invited to submit to it names of qualified nominees. The committee in its selection of candidates shall be 
mindful of diversity of programs, size and types of institutions, and geograph ic representation. It shall 
develop and publish eligibility criteria, permissible campaign practices by candidates, and any special voting 
procedures. Interviews of nominees by the committee are permitted. 

(b) Business Practices Committee. The Business Practices Comm ittee shall cons ist of commissioners 
appointed by the Chair of the Council and Board. The mission of the committee is to identify and 
promote quality business practices of career colleges and schools, to ensure integrity and ethica l relations, 
and to foster cooperation among institutions on behalf of students and others served. 

(c) Education Enhancement and Evaluation Committee. The Education Enhancement and Evaluation 
Comm ittee shall consist of commissioners appo inted by the Chair of the Council and Board. The mission 
of the committee is to establish standards for educational quality chat assist institutions in mission 
fulfillment, program planning and development, institutional evaluation activities, and successful 
educational outcomes. 

(d) Financial Review Committee. The Financial Review Committee shall consist of commissioners appointed 
by the Chair of the Council and Board. The mission of the comm ittee is co monitor the financial stability 
of accredited institutions in order to ensure they maintain sufficient financial resources to deliver a quality 
educat ion co their students . 
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(e) Institutional Effectiveness Committee. The Institutional Effectiveness Committee shall consist of 
commissioners appointed by the Chair of the Council and Board. The mission of the committee is to 
assist institutions in the improvement of their outcomes by establishing and assessing criteria for 
institutional effectiveness. In order to assist ACICS-accredited institutions to meet established standards, 
the committee shall review Campus Accountability Reports, Institutional Effectiveness Plans, and 
institutional outcomes and measurements. 

Section 2 - Standing Committees of the Board of Directors. There shall be the following standing committees of the 
Board: 

(a) Executive Committee. The Executive Committee shall consist of the Chair of the Board of Directors, who 
shall serve as Chair of the Executive Committee; the Chair-elect of the Board, who shall serve as Chair of 
the Executive Committee in the absence of the Chair of the Board; the Secretary; the Treasurer; and two 
additional Directors elected annually by majority vote of the Board. The Executive Committee acts on 
behalf of the Board and/or Council during the periods between Board and Council meetings. Accurate 
minutes of each Executive Committee meeting shall be maintained and shall be provided to the Board of 
Directors and/or Council at the next subsequent meeting of the Board of Directors or the Council. The 
Executive Committee's responsibilities shall be: between meetings of the Board and/or Council, act on 
issues requ iring the timely attention of the Board or Council and assume such other duties as the Board of 
Directors or Council may from time to time delegate to the Executive Committee. 

(b) Audie Committee. The Audie Committee shall consist of a minimum of three members of the Board, 
including the Treasurer, as well as such other members as the Chair appoints. The committee shall work 
with the President to ensure an annual certified audit of the organization's financial activities is completed, 
that the findings of the audit are reviewed, and that actions are taken to address recommendations and 
areas of concern identified as part of the audit process. 

(c) Investment Committee. The Investment Committee shall consist of the President, a minimum of three 
other members of the Board, including the Treasurer, and such other members as the Chair appoints. The 
Investment Committee shall work with the President to provide oversight of ACICS's investment funds. 
The Investment Committee shall select investment advisors, develop an investment plan, and review 
investment reports at least annually. 

(d) Governance Committee. The Governance Co mmittee shall consist of commissioners appointed by the 
Chair of the Council and Board . The mission of the committee is to ensure that ACICS operates within 
the construct of the Bylaws. The committee will evaluate and make recommendations for modifications co 
the Bylaws in response to proposed changes in standards or operational policies at ACICS. 

Section 3 - 0ther Committees. The Board of Directors may establish and appoint members to other ad hoc comm ittees 
as deemed necessary. 

ART ICLE VI 
Membership, Fees, Meetings 

Section I-Gaining Membership. Membership in ACICS is voluntar y and can only be obtained through accreditation. 
Members shall be institutions or organizations which provide education or training as heretofore defined. Each main 
or additional location is entitled to all of the rights and privileges and assumes all of the obligations of membership as 
provided in these Bylaws. The term of membership shall be coexistent with accreditation . 
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Section 2-Loss of Membership. Any member that ceases to be accredited by ACICS shall aut◊matically, and without 
the necessity for further action, be deemed to be removed from membership. Members may voluntarily resign, which 
also results in loss of accreditation . All obligations owed tO ACICS, including payment of fees, shall be fulfilled prior 
to resignation. The loss of accreditation shall be retroactive to the date chat all outstanding obligations had previously 
been fulfilled. 

Section 3 - Types of Fees. There shall be three types of fees: (a) annual sustaining fees, (b) user (or service) fees, and (c) 
late fees. The annual sustaining fee shall be scaled by formula to the annual educational revenue generated by each 
member. The user fees shall relate to the cost of services requested or the actions initiated by the members or appli
cants for membership. The late fees shall be established by the Council. 

Section 4-Change in Fees. The Council may adjust the fees annually equivalent to the change in the national Con
sumer Price Index. Any increase above the CPI percentage shall be presented to the membership for approval. 

Section 5 - Conditions of Payment. Sustaining fees are due and payable on October 31. The Council may authorize a 
discount for sustaining fees received by September 30 each year. Nonpayment of annual fees by October 31 subjects a 
member to automatic loss of membership and loss of accreditation without a hearing. Any request for extension of 
time to pay or for a periodic payment plan must be received and approved prior to September 30. Payment plans will 
not extend beyond December 31. Institutions using periodic payment plans shall be assessed an interest rate of one 
and one-half percent (1.5%) per month on the unpaid balance. User fees must accompany the request for applicable 
service before the request will be processed. 

Section 6-Proration of Fees. A member becoming eligible for membership during the first month of the fiscal year 
shall pay the full amount of the annual sustaining fees as applicable. Members becoming eligible during succeeding 
months shall pay a proportionate amount of the otherwise applicable fee as determined by the number of months 
remaining in the fiscal year, including the month in which membership is attained. 

Section 7 - Other Costs. In addition to fees herein described, costs of visits conducted by the Council will be invoiced 
to the institution. 

Section 8 -Assessments. The Council, upon a majority vote, may propose an assessment in addition to the annual 
sustaining fees provided for in this Article where there has occurred or is impending an emergency which may impair 
the ability of the Council to achieve its purposes and the amount of annual dues is insufficient to meet the Council's 
requirements. The proposed assessment shall be submitted t0 the members for approval or disapproval on majority 
vote. 

Section 9 -AnnuaL Meeting. A meeting of the members shall be held annually at a date and place to be determined by 
the Board of Directors. The purpose of such meeting shall be the receipt of reports on the budget and finances of 
ACICS and its activities and affairs, and the transaction of other business as may be specified by the Board in the call 
for and notice of the meeting. The meeting may combine these business purposes with informational and educational 
sessions; meetings of the Board, the Council, commissions, or committees; and special events for the members. 

Section 10-Special Meetings. Special meetings of the members may be called by the Board of Directors upon request 
of a majority of the Board or upon petition to the Board by not fewer than the lesser of fifty (50) members or ten 
percent ( l 0%) of the membership not under common ownership or control. 

Section 1 I - Notice of Meetings. Normally, members shall be notified at least thirty (30) days in advance of the date, 
location, time, and purpose of all meetings of the members. Waiver of notice may be recorded at any special meeting 
of the members by majority vote of a quorum present at such meeting. 

Section 12 - Quorum. Twenty percent (20%) of the members eligible to vote and represented by Designated Delegates 
shall constitute a quorum at a meeting of the members for the transaction of business, except chat any issue not 
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properly noticed in the call for the meeting and that requires membership-wide participation may not be acted upon 
under new business. The Board of Directors may adopt such procedures as it deems necessary for the conduct of 
business. In the absence of an established procedure, Robert's Rules of Order shall apply. 

Section I3 - Meetings of the Council The Council shall convene as often as necessary to review materials attendant to 
the accrediting process and to take formal action on the accredited status of applicants. 

AR TICLE VII 
Appeals Process 

Section I -Review Board of Appeals. A Review Board of Appeals shall be appointed by the Council. The purpose of the 
Review Board shall be to review, according to pre-established procedures and guidelines, appeals by members, of final 
negative actions by the Council and in each case either to affirm the action of the Council or to remand the case to 
the Council for further review, or to amend or overturn the action. The Review Board shall consist of fifteen (15) 
persons, all of whom have had experience in accreditation. The Review Board shall include at least two (2) academic 
representatives, two (2) administrative representatives, and three (3) public members, as defined in Article Ill, Section 
1 herein. Review Board panels will consist of a minimum of three (3) members and be comprised of at least one (1) 
public, one (I) academic, and one (I) administrative representative. Members of the Review Board shall be appointed 
to terms of three years, with terms of initial appointees staggered so chat one-third of che terms expire each year. A 
person appointed to the Review Board shall not have been a commissioner within one year prior to appointment. The 
President shall convene timely a panel of the Review Board when necessary. 

Section 2 - Due Process. Criteria promulgated by the Council shall ensure that institutions are provided a fair and 
reasonable opportunity to present reasons why denial , suspension, withdrawal, or other final actions taken by the 
Council are inappropriat e and should be remand ed for further consideration. The due process provided is an appeal 
to the Review Board, pursuant to the procedures described in 2-3-604. All appeals to the Review Board of Appeals 
shall be on the record and shall provide for the submission of briefs and oral testimony by institutiona l representa
tives. 

AR TICLE VIII 
Miscellaneous 

Section I -Li ability. No applicant, member, or former member shall be liable for the debts of ACICS in any amount 
except to the extent of the fees required of each member pursuant to Article VII, Sections 3 and 8, hereo£ 

Section 2 - Corporate Seal The corporate seal shall be in such form as may be approved by the Board of Director s. 

Section 3-Checks, Notes, Contracts. The Board of Director s shall determine the person s who will be authorized on the 
Corporation's behalf to sign checks, drafts, or other orders for payment of money; to sign acceptances, notes, or other 
evidences of indebtedness; to enter into contracts; or to execute and deliver other documents and instruments . These 
persons (positions) will be designated in the Board approved Governance Policy Document. The Board of Directors 
shall, at its discretion, require officers, agents, employees, and other persons so authorized pursuant to this Section to 
give security for the faithful performance of their duties. 

Section 4 - Books and Records. The Corporation shall keep at its office correct and comple te books and records of the 
accounts and transactions of the Corporation and a current list of the members, directors, and officers of the Corpo -
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ration . Such books and records may be in written form or in any other form capable of ready conversion to written 
form. 

Section 5 - Confidentiality. The Council shall maintain the confidentiality of the accrediting process with members 
insofar as permitted by accrediting criteria, law, and regulation. The Council shall have written policies on disclosure 
of information to third parties . 

Section 6-Indemnification and Insurance. The Corporation shall indemnify and hold harmless each direccor, officer, 
commissioner, member of an appeals board, member of a visiting team, agent, employee, or other person acting on 
behalf of the Corporation or the Council against and from all loss, cost, and expense reasonably incurred by such 
person in the payment, defense, or settlement of any claim, suit, or proceeding brought against such person because 
they acted as part of or on behalf of ACICS , the Council , or the Review Board , as a director, officer, commissioner, 
member of an appeals board, member of a visiting team, agent, or employee. The rights specified in this Section shall 
apply whether or not persons continue co act in such capacity at the time the loss, cost, or expense is incurred. Such 
rights shall not apply in relation to any matters as to which any such person shall be finally adjudged to be liable for 
willful misconduct . The Board of Directors also may authorize the purchase and maintenance of insurance on behalf 
of such persons and the Corporation against any liability that arises from their actions in such capacities. 

Section 7 -Amendments. The Bylaws of the Corporation may be amended by the Board of Direccors by majority vote 
of all the direccors. 

Section 8-Dissolution. ACICS shall use its funds only to accomplish the objectives and purposes set forth in these 
Bylaws, and no part of said funds shall inure or be distributed to the members of ACICS. On dissolution of ACICS, 
any funds remaining shall be distributed to one or more regularly organized and qualified charitable, educational, 
scientific, or philanthropic organizations to be selected by the Board of Direccors. 

Section 9 - Fiscal Year. The fiscal year of ACICS shall be July l through June 30 . 

ARTI CLE IX 
Litigation , Jurisdiction and Venue , and Expenses 

Section] -Suits Against ACICS, Jurisdiction, and Exhaustion of Administrative Remedies. Jurisdiction and venue of any 
suit, claim, or proceeding relating co membership, accreditation, or accredited status, whether a claim for damages or 
injunctive or declaratory relief, brought by an accredited member, former member, or applicant for membership and 
accredited status against ACICS, the Council, the Review Board, or a commissioner , officer, committee member, 
Review Board member, or staff member acting in his or her official capacity shall only be in the U.S. District Court 
for the Eastern District of Virginia, Alexandria Division, or the Circu it Court for the City of Alexandria, Virginia . 
Accredited members, former members, and applicants must exhaust all administrative remedies provided for in the 
ACICS Criteria and Bylaws before initiating any suit, claim, or proceeding in Court . 

Section 2 - Reimbursement of ACJCS's Litigation Expenses. An applicant for membership, member, or former member of 
ACICS shall reimburse ACICS for all costs and expenses (including atcorney's fees) actually and reasonably incurred 
by ACJCS in defending any suit, claim, or proceeding, whether for damages or for injunctive or declaratory relief, 
brought by an applicant, member, former member, or one or more present or former students of any of the foregoing 
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against ACICS, the Council, the Review Board, any commissioners of the Council, or members of the Review Board, 
or officers, employees, or agents of ACICS, the Council, acting in their official capacity, where ACICS, the Council, 
th e Review Board, the commissioner , officer, employee, or agent shall have been adjudged to be the prevailing party 
in the suit, claim, or proceeding. 

Section 3 - 0ther Expenses. Each member shall reimburse ACICS for all costs and expenses (including attorney's fees) 
incurred by it in the production of any of the Corporation's, or the Council's, records relating to such member in 
response to lawful requests from parties in litigation or from state or federal agencies. 

Section 4-Binding Effect. 

(a) Each existing member and new member of ACICS shall be provided with a copy of these Bylaws. 
Acceptance or continuation of membership in ACICS shall constitute each member's agreement to be 
bound by the provisions of these Bylaws, as they may be amended from time to time, while a member of 
and subsequent to the termination of membership in ACICS. 

(b) Each appl icant for membership in ACICS shall be provided with a copy of th ese Bylaws. Application for 
membership in ACICS shall constitute such applicant's agreement to be bound by the provisions of these 
Bylaws, as they may be amended from time to time, regardless of whether such applicant becomes a 
member of ACICS. 
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UNANNOUNC ED VISIT FACT SHEET 

The Council, at its discretion, may direct an unannounced visit co occur at an institution about which it has received 
adverse information or when general operations of the institution may be called into question. This Fact Sheet is 
designed to assist the institution and the visiting team in conducting chis visit as smoothly and efficiently as possible. 

VISIT PROCEDURES 

The purpose of this visit is to review records, interview students and staff, and, if applicable, review previously cited 
problem areas and verify responses to previous requests for information, such as complaints and admonishments. The 
team may consist of a staff member, an experienced evaluator, or both. Expect the team to spend the full day at your 
institution. 

Upon arrival, the team will ask to speak with the chief on-site administrator. Following a brief interview, the team is to 
be given a short tour of the facility, including records storage areas, and then shown to a work room . This room could be 
an empty classroom or office, and it should be available exclusively for the team for the entire visit. 

The institution must make the following information available to the visiting team: 

1. Most recent Campus Accountabi lity Report. 
2. Current catalog and addenda (if applicable) . 
3. Current class schedu le, including names of instructors and room numbers. 
4. Most recent ACICS accreditation visit team report and institutional response. 
5. Copy of each government program review and compliance audit conducted within the prior two years 

and any institutional responses. 
6. Faculty/personnel records. 
7. All student records, including admissions, academic, and financial. 
8. Copies of institutional advertising. 

Additiona l records may be requested by the team. Scaff, faculty and students will be interviewed . Institutions are 
encouraged to have these records in a central location where more than one person can access them, should the chief 
on-site administrator not be present. 

REPORT AND SUBSEQUENT ACTIONS 

A report will be prepared and sent to the institution for response. If the institution is found to be operating in 
accordance with the Accreditation Criteria, no further action will be taken. 

If the institution is found to be violating provisions of the Accreditation Criteria, the Council may direct the institution 
to show cause why its accreditation shou ld not be withdrawn, or it may direct that a full team visit the institution to 
evaluate its correction of these violations . 
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ExIT CONFERENCE 

At the conclusion of the visit, the team will meet with the chief administrator to discuss the visit and to answer any 
questions regarding the Council policies, procedures, and standards . 

EXPENSES 

A fee will not be assessed for this visit, but each institution will be billed for expenses incurr ed during the visit. Failure to 
remit payment for expenses may result in a directive to show cause why the accreditat ion of the institution should not 
be withdrawn. 

INSTITUTIONAL PARTICIPATION 

Any institution that refuses to undergo an on-site unannounced visit evaluation will be directed to show cause why its 
accreditation should not be withdrawn by suspension ._ 
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This Appendix includes the Council's criteria for institutional publications , including catalogs, advertising literature , 
and ocher published documents describing the institution. 

CATALOG 

The Council requires all accredited institutions and all applicant institutions to publish an acceptable catalog. An 
accredited institution with additional locations may publi sh a common catalog, but it should be specific as co the 
faculty, programs, and student services available at each location (see "Multipl e-Campus Catalogs" in this Appendix). All 
enrolled students muse have access co the current catalog. 

A catalog is written for many purposes and is directed coward a varied audience. The catalog becomes an announcement 
and a record and should be dignified in appearance. It must not be primarily a promotional publication, nor should it 
be directed toward a single segment of its varied audience. The catalog has been determ ined by the courts to be a legal 
document of the institution concerned. 

The catalog should explain the offerings and services of an institution , but it should not glorify or excol. It should reflect 
the dignity and integrity of the institution it describes. The catalog must be available in hard copy, and may also be 
available in a read-only electronic format. The hard copy catalog muse be appropriately printed and bound. The catalog 
may include illustrations and photographs that are pertinent to the institution. 

At a minimum, the catalog must conta in the following items: 

l. A table of contents and/or an index. 

2. An indication, on the front cover or on the title page, of the year or years for which the catalog is effective. 

3. The names and titles of the adminiscracors of the institution . 

4. A statement of legal control which includes the name s of trustees, director s, and officers of the corporation. 

5. If the institution is now accredited, a statement denoting this fact (see "Statement of Accreditation" in these 
Guidelines). 

6. A statement of the mission of the institution. 

7. A listing of the full-time faculty mem bers, showing: 
(a) academic credentials held; 

(b) institutions awarding the credentials; and 

(c) the area of teaching specialization. 

8. An academic calendar (calendar of events) showing beginning and ending dates of terms, quarters, or 
semesters; holidays; regist ration dat es, etc. 

9. The full disclosure of the institution 's admission requir ements, policies, and procedures, including the 
basis for admissions, test requirements , advanced standing requirements, and experiential learning 
assessment requirements. 

10. A statement of the curriculums (progra ms) offered, including for each: 

(a) a sta tement of the objective or purpose of the curriculum; 
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(b) an accurate and complete listing of the courses included in each curriculum, each with a unique 
identifying number and tide; 

(c) the credit or clock hours awarded for each subject; 

(d) the tot al credits or clock hours required for satisfacrory completion of the curriculum; 

(e) requirements for certification, licensing, or registration in the program career field, as appropriate; 
and 

(f) any additional or special requirements for completion (such as practica or externships) . 

11. A description of each course (subject) offered, including: 

(a) identify ing number; 

(b) title; 

(c) credit or clock hours awarded ; 

(d) a complete but concise description of the contents of the course; and 

(e) prerequisites, if any. 

12. An explanation of the grading or marking system (consistent with chat appearing on the student 
transcript). 

13. A definition of the unit of credit. If credit hour, identify whether quarter or semester. (See Section 
3-1-515 for additional information.) 

14. An explanation of standards of satisfactory progress. (See Section 3-1-420 for addi tional information). 

15. A description of the certificates, diplomas, and/or degrees awarded, rogether with a statement of the 
requirements ro be met in each instance. 

16. A statement of the tuition, fees, and all other regular and special charges. 

17. A complete and accurate listing of all scholarships offered (see Section 3-1-431 of the Accreditation 

Criteria) . 

18. A statement of the institution's refund policy and formula relative tO method of financial obligation . This 
policy must be clearly outlined and must comply with Sections 3- 1-433 and 3-1-434, of the Accreditation 

Criteria. 

19. A statement pertaining tO the nature and extent of student services offered (e.g., counseling and 
placement). 

20. A grievance procedure that includes the name and address of ACICS, unless the grievance procedure is 
published in a student handbook. 

21. If the institution offers degrees, the catalog must include the following information: 

(a) for occupational associate's degree programs, identificat ion of courses that satisfy the general 
education requirement and an explanation of the course numbering system; 

(b) for academ ic associate's degree programs, identification of courses that satisfy the general education 
and concentration requirements and an explanation of the course numbering system; 

(c) for bachelor's degree programs, identification of upper-division courses and courses that satisfy the 
general education and concentration requ irements and an explanation of the course numbering 
system; and 
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(d) for post-baccalaureate or graduate degree programs (master's and doctorate degree programs), a 
separate section in the catalog describing the program requirements , admissions procedures, transfer 
policies, graduation requirements, regulations, and course descriptions. (See Sections 3-6-800 and 
3-7-800). 

22. If the institution offers courses via distance education, the catalog muse include the following information: 

(a) a description of each mode of distance education delivery method used; 

(b) the admission requirements for the courses or program(s) of study offered through distance 
education required only if different from the admission requirements for the residential programs; 

(c) a description of tests used in determining access to distance education courses and programs, if 
applicable; 

(d) a description of the resources and equipment the students must have co avail themselves of the 
instruction (including, computer requirements such as hardware and software, internee access, 
access co library/college for monitoring of examinations, etc.); and 

(e) the special costs and fees associated specifically with distance education (e.g., platform access fees, 
on-line library access fees, purchase of books on-line) . 

ADDENDA/SUPPLEMENT TO THE CATALOG 
Listing of administrative staff and faculty, tuition and fees, and academic calendar may be included in a catalog 
addendum/supplement as standing items. In addition, the addendum/supplement may include other reasonable 
changes that occur after a catalog has been printed until the next printing. An institution is expected co update its 
catalog at an appropriate interval and the addendum/supplement should not be used as a subst itute for meeting this 
expectation. 

The addendum/supplement must clearly state that it is part of the catalog and must include the school name, 
location, and effective date for the entire document (or for individual sections if effective dates vary). The addendum 
must be included with each copy of the catalog. 

MULTIPLE-CAMPUS CATALOGS 

1. Pictures of the physical facilities of any of the institutions must be captioned to identify the particular 
campus depicted. 

2. Faculty and admin istrative staff must be listed in the catalog and be clearly identified for each campus . 
The administrative staff of the institution also must be listed. 

3. Any information contained in the catalog that is not common co all campuses in the group shall be 
presented in such a manner that no confusion, misunderstanding, or misrepresentation is possible. 

4. The catalog must comply with the existing standards in all respects as outlined in these Guidelines . 

ADVERTISING 
Any advertisement or promotional literature written or provided by an institution through any type of media shall 
be completely truthful and dignified. The material shall be presented in a manner which avoids leaving any false, 
misleading, or exaggerated impressions with respect co the institution, its personnel, its courses and services, or the 
occupational opportunities for its graduates. An English translation for advertising that is in a language other than 
English must also be available. 
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1. All advertising and promotional literature provided by an institution must clearly indicate that training or 
education, and not employment, is being offered. 

2. All advertising and promotional literature must include the correct name of the institution . So-called 
"blind" advertisements are not permitted. 

3. Institutions advertising co attract students in classified columns of newspapers or the equivalent on 
websites and the other electronic publications must use only classifications such as "Education," "Schools," 
or "Instruction." Headings such as "Help Wanted," "Employment," or "Business Opportunities " may be 
used only to procure employees for the institution. 

4. Testimonials used in advertising must reflect the opinions or experience of a current or prospective student 
or graduate of the institution. Testimonial messages must be factual and portray current conditions. They 
cannot contain any representations that would be deceptive or could not be substantiated by the 
institution. The institution must maintain a written release from the individual providing the testimonial 
on file. 

5. An institution shall not use the words "free" and "guarantee" for advertising or marketing purposes in a 
manner that is misleading to prospective or current students. A disclosure must be made for services which 
are funded by third parties that are offered at no cost to students. 

6. An institution shall not offer monetary incentives to the general public to visit, enroll in, attend, or 
comp lete a program . The institution cannot make guarantee or similar claims regarding job placement or 
salary for graduates. 

7 . References to financial aid availability must use the phrase "for those who qualify." Financial aid cannot be 
the sole source of an advertisement. 

STATEMENT OF AccREDITAT IO N 

When making public disclosure of accredited status in its catalog, the institution must include the name, address, and 
telephone number of ACICS. 

For institutional catalogs, the fact of accreditation shall be stated only as follows: 

"Accredited by the Accrediting Council for Independent Colleges and Schools to award (name all applicable specific credential 
levels from among certificates, diplomas, associates degrees, bachelor's degrees, and master's degrees). 

Institutions may add the following statement in announcing their accreditation: 

The Accrediting Council for Independent Colleges and Schools is listed as a nationally recognized accrediting agency by the 
United States Department of Education and is recognized by the Council for Higher Education Accreditation. 

For publications and advertising other than catalogs, institutions that wish to state the fact of accreditation shall use 
either the catalog language noted above or one of the following disclosure statements: 
"Accredited by the Accrediting Council for Independent Colleges and Schools"; or 

"Accredited Member, ACICS" 

An institution is not permitted to use such statements as "fully accredited" or "accredited" without including the name 
of ACICS. An institution will not use or publicize the term "accredited" unless it is in face accredited by ACICS or 
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another recognized agency, or it has affirmative authority under state law. Any reference to stated authority for status as 
"registered," "approved," or "accredited" must include the name of the state extending the approval and must accurately 
identify the state agency. An applicant for ACICS accreditation may not disclose chis fact in any manner. 

For electronic media and web sites, the institution may provide a hypertext mark-up language link ("html") to the 
ACICS web site when making public disclosure of its accredited status. Disclosure must be in comp liance with 
Appendix C. 
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An essential element in providing appropriate instruction and support services to students is monitoring their 
satisfactory academic progress (SAP). The Council requires all institutions t0 develop a policy of satisfacrory academic 
progress that measures whether students are maintaining satisfactory academic progress in their educational program. 

Institutions located outside the United States, which serve students not participating in the U. S. Title IV student 
financial assistance programs, are required tO publish in the catalog an SAP policy and systematically monitor 
academic progress of their students. At a minimum, the SAP policy must address the following elements: (a) 
minimum qualitative standards, such as a grade point average, which must be achieved by the end of each academic 
year or at 50% of the normal program length if the program is less than one academic year; (b) maximum time 
frame in which the educational objectives must be successfully completed; (c) a rationale if the maximum time frame 
for program completion exceeds 150% of the normal program length; (d) institutional procedures for a systematic 
moniroring of each student's progress in meeting the SAP policy; (e) a descript ion of actions that must be taken by 
the institution if the student fails to make satisfactory academic progress; and (f) a minimum cumulative grade-point 
average of 2.0 or C or equivalent that must be achieved by each student upon graduation . 

The Council has determined chat the institutional policy muse include che following requirements, which are 
consistent with the regulations specified by the U.S. Department of Education for student eligibility for receiving 
Federal Title IV financial assistance. 

1. The institution has written standards and a schedule of satisfactory academic progress for all students, 
which are published in the catalog and in appropriate institutional literature, and are consistently applied 
to all students. 

2. The institution strictly adheres to its published standards of satisfactory academic progress, monitors 
whether a student meets the minimum qualitative and quantitative components of the standards, and 
notifies students when satisfactory academic progress is not being made. 

3. The standards of satisfactory academic progress provide for minimum qualitative standards, such as a 
grade point average or completion of work projects, which can be measured against a norm. 

4 . The policy defines a maximum time frame, not to exceed 150% of the normal program length, as defined 
by the institution, for all programs, in which the educationa l objective must be successfully completed 
(e.g., number of academic years, credit hours attempted, clock hours completed, months/weeks, terms or 
modules, etc. as appropriate), as opposed to simply setting a time limit on eligibility for Tide IV financial 
aid . 

5. The institution has provisions for an evaluation point at least by the end of each academic year (or at 
50%of the normal program length if the program is one academic year or less) that determine whether 
the student has met the qualitative and quantitative components of the standards. 

6. The institution has provisions for utilizing and publishing a schedule designating the minimum 
percentage or amount of work that a student must successfully complete at the end of each increment to 
comp lete the educational program within the maximum time frame. 

7. The institution has provisions for determining at the end of each increment whether the student has met 
the qualitative and quantitative components of the standards . The qualitative and quantitative standards 
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must be cumulative and must include all periods of the student's enrollment regardless of whether or not 
the student receives federal financial aid. 

8. The institution's policies define the effect on satisfactory academic progress of course withdrawals, 
incomplete grades, repeated courses, and non-punitive grades. The institution's policies define the effect of 
non-credit or remedial courses on satisfactory academic progress. 

9. The institution has provisions for an evaluation at the end of the second academic year and at the end of 
each subsequent academic year(s) where the student must have a minimum cumulative grade point 
average (CGPA) of 2.0 on a scale of 4.0, C, or its equivalent, or has academic standing consistent with the 
institution's requirements for graduation. A student receiving federal financial aid who does not meet the 
CGPA standards at the end of the second year will no longer be eligible for financial aid, may not be 
placed on probation, and must be dismissed, unless the student wishes to continue without being eligible 
for federal financial aid. However, a student not meeting the CGPA standards at the end of the second 
year may remain as an enrolled student who is eligible for federal financial aid if there are documented 
mitigating circumstances (i.e., death in the family, sickness of the student, etc.). 

10. If the institution places students on warning, or on probation, as defined in sections 11 and 12 below, the 
institution's policy must describes these statuses. 

11. An institution that evaluates academic progress at the end of each payment period may assign warning 
status to a student who fails to make satisfactory academ ic progress. A student may be assigned to warning 
status without an appeal or other action by the student . For institutions awarding U.S. Department of 
Education Federal Financial Aid, a student on warning may continue to receive assistance under federal 
financial aid programs for one payment period despite a determination that the student is not making 
satisfactory academ ic progress. 

12. The institution must have an appeal process for students who do not meet the requirements of the 
institution's satisfactory academic progress policy. When an institution grants a student's appeal for 
mitigating circumstances, the student will be placed on probation for a specified period of time and 
considered to be making regular satisfactory progress. While a student is on probation, the institution may 
require the student to fulfill specific terms and conditions such as tak ing a reduced course load or 
enrolling in specific courses. 

If a student is not making satisfactory academic progress, the institution may place the student in an 
extended enrollment status . However, all credits attempted count toward the 150% of the norm al 
program length even if the student is on extended enrollment. Grades may be replaced if that is the 
institut ion's written policy. At the discretion of the institution, a student with an approved appeal who 
exceeds one and one-half times the standard time frame as defined by the institution either as a regular 
student or in an extended enrollme nt status may receive the or iginal academ ic credential for which he or 
she enrolled, provided that there are no additional financial obligations to the student. 

For institutions awarding U.S. Department of Education Federal Financial Aid Only: A student on 
probation will have their eligibility for financial aid reinstated. A student on probation may receive federal 
financial aid funds for one payment period. At the end of one payment period on probation, the student 
must meet the instituti on's satisfaccory academic progress standards or meet the requirements of the 
academic plan developed by the institution and the student to qualify for further federal financial aid 
funds. A student placed in an extended enrollment status is not eligible for financial aid. 

13. The institution must have clearly defined procedures for re establishing satisfactory academ ic progress. 

14. The institution has rules for students who change programs, as well as for students who seek to earn 
additional credentials. For instance, an institution may have a policy that for a student who changes 
programs it will include in the determination of a student's satisfactory academic progress standing the 
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credits attempted and grades earned that count toward the student's new program of study. Such a policy 
must be part of the institution's written policy. 

15. The institution must have a policy that addresses the implications of transfer of credit on satisfactory 
academic progress. 

16. The institution has provisions that the student must have a minimum CGPA of 2.0, C, for undergraduate 
programs and 3.0, B for graduate programs or their equivalent upon graduation. For approved 
professional graduate programs , which require attainment of specified competencies and a licensure or 
certification, the institution has published and consistently follows an appropriate SAP policy. 
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In evaluating institutionally funded student aid, ACICS will consider the characteristics listed below. These 
characteristics are not listed in any priority order. Any institution whose aid program is not in accordance 
with any or all of these characteristics may be subject to a directive by ACICS to show cause why its grant of 
accreditation should not be suspended, revoked , or otherwise conditioned. The greater the number of these 
characteristics evident in an institution's grant program, the greater the presumption of acceptability. ACICS 
will, however, review each institutional grant program in its entirety. 

1. Grants are made from segregated funds or from identifiable funds which have been provided for in the 
institution 's operating budget. 

2. The percentage of students receiving institutionally funded grants, as compared to the overall studen t 
population of the institution, is not inordinately high. 

3. The total amount for institutionally funded grants is publicly and clearly identified prior to the beginning 
of the academic year or term . 

4. Institutionally funded grants may be awarded on the basis of student need or standards describing 
similarly circumstanced students. 

5. The amount of institutionally funded grants is not based solely on the difference between the tuition 
charged and the amount of federal or state financial aid received. 

6. The tuition charged reasonably and closely represents the cost to the institution of the instru ction 
provided and does not significantly vary in amount from similar or same instruction in another certificate 
or degree program . 

7. The amount of tuition retained as nonrefundable by the institution from those students who drop our 
prior to the end of the academic term or period is proportional ly allocated between the institutionally 
funded grants and the federal and state financial aid received by the student . 

8. The type and amount of institutionally funded needs-based grants is determined by an independent 
selection or review panel. 
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Programs 

This appendix consolidates inform ation regarding the Council's requirements for institutions offering stand-alone 
ESL programs and/or ESL coursework as part of a Tide IV-eligible program, and federal requirements for the 
awarding of financial aid . 

The following informat ion is intended co combine the highlights of the ACICS requirements and federal regulations 
noted above and should assist institutions in understanding Council criteria for offering stand-alone ESL 
programs and the major differences between Cou ncil requirements and federal regulations for these ESL programs. 
Additionally, an overview of federal guidelines for ESL coursework offered within an eligible program is included. 

SEPARATELY ELIGIBLE, STAND-ALONE ESL PROGRAMS 

Council Requirements 

The requirements for reporting information on separately-eligible ESL programs are the same as for all ocher programs. 
The institution must immediately notify ACICS when these programs are initiated, changed, or discontinued. An 
on-site evaluation with an appropriate subject specialist will be required when a new ESL program is initiated, and may 
be required when the program is changed. 

The objective of stand-alone ESL programs is to enhance the English-language proficiency of individuals who have 
pre-existing vocational knowledge, training, or skills, but cannot use chat knowledge, training, or skill because of their 
English-speaking deficiency. No vocational training is provided in a stand-alone ESL program. 

In order to receive approval from ACICS to provide stand-alone ESL programs, the institution shall: 

1. Adhere to the stated mission of the program when developing the curricula; 

2. Administer, at entrance and exit, a nationally recognized exam of English comprehens ion (e.g., Test of 
English as a Foreign Language, Test of Spoken English.) 

3. Provide documentation that all adm itted students are enro lled in accordance with Section 3-1-303. 

4 . Verify or assess at entrance, with supporti ng documentation, that the enrolling student already has 
knowledge, training, or skills in a vocational field, unless the student is enrolled solely to obtain ESL 
competency unrelated to a vocation (also a Department of Education regulation.) 

5. Describe the placement services, if any, to be offered to graduates of the ESL program. Institutions are not 
requ ired to include these graduates in their placement statistics. 

6. Employ degreed faculty who have prior experience in this field of instruction. 

7. Involve faculty in professional organizations and workshops enabling chem to meet the special needs of 
the ESL student . 

Department of Education Regulations 

The institution must provide information or documentation that the program: 

1. Consists solely of ESL instruction. 

2. Admits only undergraduate students who it determines need ESL to use already existing knowledge, 
training, or skills. 
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3. Meets the other program and institutional eligibility requirements including: 

(a) that it leads to a degree or certificate, 

(b) that it is at least a one-year program at a public or private nonprofit institution of higher education, 
or a six-month program at a postsecondary vocational institution or a proprietary institution of 
higher education, 

(c) that it admits as regular students only persons who have a high school diploma or the recognized 
equivalent (GED) or who are beyond the age of compulsory school attendance in the state in which 
the institution is located and have the ability to benefit from the training offered, 

(d) that it is legally organized by its state to offer the ESL certificate or degree program, 

(e) chat it is approved by the school's nationally recognized accrediting agency or association, or chat it 
meets one of the statutory alternatives to accreditation, and 

(f) if it is a credit-hour program, chat it meets any applicable state and accrediting agency requirements 
governing the use of credit hours. 

NOTE: ESL is an eligible program only for purposes of the Pell Grant Program. 

ESL COURSES AS PART OF AN ELIGIBLE PROGRAM 

Council Requirements 

Conversion from clock to credit hour for the ESL courses must be appropriate and in compliance with Department of 
Education regulations for remedial coursework. 

Department of Education Regulations 

ESL coursework required by a student when accepted into an existing, Tide IV-eligible program must be considered 
remedial in nature for the purpose of calculating student financial aid. Note that remedial coursework is by regulation 
either noncredit or reduced credit, for purposes of the postsecondary program, although these noncredit or reduced 
academic credit hours are converted to the credit value of non-remedial courses for the purpose of calculating Title IV 
payments to students. 

It is important to remember that a program of study must be Tide IV-eligible excluding the remedial courses (i.e., for a 
300 clock-hour Hospitality and Tourism program to be eligible for student loan programs, any remedial courses offered 
must be added to the 300 clock hours). 

Summary 

ACICS members currently offering or planning to offer stand-alone ESL programs or ESL as remedial courses 
taken with an eligible program must be aware of and in compliance with all Council requirements and Department 
of Education regulations. In comparing the two, it is apparent chat if an institution is not in compliance with the 
Department of Education, it will not be in compliance with ACI CS because all of the Department's requirements are 
inherent to the Accreditation Criteria; ACI CS is, however, more restrictive in several areas. 

Be advised that compliance with Appendix F does not ensure that a program will be determined by the U.S. 
Department of Education to be eligible for Title IV participation. Should the institution desire Tide IV funding for an 
ESL program, it should discuss program eligibility with the appropriate Department of Education regional office before 
applying for Council approval. 
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These guidelines are designed to inform institutions of the policies of the Council and to guide staff in disclosing 
information and providing materials to third parties regarding an institution's accreditation. Many policies are required 
by federal law and regulation. 

The policies presented below are not intended to cover every situation, and the Council exercises considerable discretion 
in balancing the need for confidentialiry in the accreditation process with the need to disclose information to the public, 
includin g students and student applicants, and to other interested third parties, including government agencies. The 
Council will provide information requested by the U.S. Department of Education that may bear on an institution's 
compliance with federal student financial aid requirements. Please refer co Title II, Chapter 3 for additional information. 

I. The Council maintains and makes available to member institutions, appropriate governmental agencies, 
and the public complete information regarding its accreditation criteria, policies, and practices; the 
institutions that it currently accredits, including the dates when the institutions are scheduled to be 
reviewed for new grants of accreditation; and the names, educational backgrounds, and professional 
qualifications of its commissioners and senior administrative staff. This information is provided in written 
documents available from the Council office or on the Council's Web site . These documents include a 
directory of accredited institutions and an annual report, cop ies of which are forwarded automatically to 
the U .S. Department of Education, state regulatory agencies, and other recognized institutional 
accrediting agencies . 

2. The Council will notify the U.S. Department of Education, state regulatory agencies, other accrediting 
agencies, other interested third parties, and the public of all Council actions that affect an institution's 
grant of accreditation, institutional closings, and of the voluntary withdrawa l or expiration of 
accreditation within 30 days. 

In the case of the public, however, the Council will provide written notice of the decisions listed below 
within 24 hours of its notice to the instituti on: 

(a) A final decision to place an institution on probation or equivalent status. 

(6) A final decision to deny, withdraw, suspend, revoke, or terminate the accreditation of an institution. 

Deferral actions will include an explanation chat the institution's application is pending and chat 
add itional information has been requested. Negative actions subject to appeal will be denoted with a 
statement chat the action is subject to appeal and is not final unless the institution does not exercise its 
appeal rights or until the institution's appeal rights have been exhausted. The disclosure of Review Board 
decisions will be in accordance with the procedures described in Section 2-3-607. The Council retains the 
discretion and the responsibiliry to communicate other relevant accreditation information with 
appropriate agencies and regulatory bodies. 

3. Within 60 days of a final negative act ion, the Council will also make available co the agenc ies above and 
the public upon request, a brief statement summarizing the reasons for the negative action determination 
and the official comments that the institution may wish to make with regard co the Council's decision, or 
evidence chat the affected institution has been offered the opporcuniry to provide official comment. 

4. The Council will inform the U.S. Department of Education of any institution which the Council believes 
fails co comply with Title IV law or regulations or is engaged in fraud and abuse or demonstrates system ic 
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noncompliance with respect to use of the Department's definition of credit hour or significant 
noncompliance regarding conformity with commonly accepted practice in the assignment of credit hours 
tO one or more programs at the institution. The institution will then be given an opportunity co evidence 
why it is in compliance with Title N requirements. 

5. The Council will notify the public through its Web site and other means, as appropriate, of the following: 

(a) at least one year in advance of grant expirations, a listing of all institutions with current grants of 
accreditaciondue t0 expire; and 

(b) as soon as practical, a listing of all institu tions which have applied for initial grants of accreditation. 

This notification will include guidance on how third parties may comment on these institutions' 
qualifications for accreditation . 

6. The Secretary of Education's grant of recognition constitutes a "grant of authority" t0 the Secretary to 
conduct site visits (both tO ACICS and to the institutions) and tO gain access tO agency records, personnel, 
and facilities on an announced and unannounced basis. 

7. The Council auromatically will submit an annual report to the Secretary of Education . 

8. The Council will provide information regarding debarment actions on request. 
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DISTANCE EDUCATION 

Principles and Requirements for Nontraditional 
Education 

In addition to the general standards in Title III, Chapter I, which apply to all institutions, and applicable standards 
in Chapters 2 through 6, the following standards apply specifically co distance education delivery methods. These 
principles and guidelines are designed to inform institutions of the policies of the Council and to guide institu tional 
representatives when designing, implementing, and evaluating distance education forms of educational delivery. 

Institutional Readiness 

(a) Institutions must notify and receive approval from ACICS prior to using distance education as a mode of 
delivery (See Section 2-2-501. 

(b) Institutions must have a plan to implement distance education instruction. At a minimum, the plan 
should include the rationale, resources, course/program objectives, content , and student assessment. 
Institutions must integrate this plan into the Campus Effectiveness Plan. 

(b) The instructional delivery method must be appropriate for students and the curriculum. 

(c) Institutional policies and procedures should be consistently applied using procedures that are appropriate 
co the mode of delivery. 

(d) Institutions must designate a qualified individual to oversee the distance education activities. 

Admissions Requirements and Enrollment 

(a) Institutions must identify the admission requirements of distance education courses/program/s and how it 
differs from, if applicable, the on-ground admission requirements. 

(b) If an on-l ine admissions test is required, it must be admin istered in a manner which verifies the studen t's 
identity. Institutions must make it clear in writing at the time of enrollment how the student's identity 
will be verified throughout the course and program, how the student's privacy will be protected, and if the 
student will be assessed any additional charges associated with the verification of student identity. 

(c) Institutions must clearly and appropriately state any requirements the students must possess or have access 
to in order to access this mode of delivery. 

(d) Institutions must provide an on-line or ientation program to familiarize the student with the equipment, 
resources used in the distance education activities, and orient the student to the distance education 
learning process. 

Curriculum and Instructional Delivery 

(a) Regardless of instructional delivery method, the syllabi must identify the course learning objectives. Each 
course learning objective must support one or more program learning outcomes. (See Glossary definition 
of Syllabus.) 

(b) The course must provide sufficient and appropriate opportunities for interaction between faculty and 
students and among students . 
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(c) In stituti ons must demonstrate to the Counc il that the clock or credit hours required and awarded are 

appropriate for the degrees and credentials offered using a thoroughly developed rationale. Cred it award 
rationales for distance educat ion delivery of courses or program s genera lly do not use th e traditional 

lecture/laboratory/practicum formulas for credit calculations (See Section 3-1-516, Course and Program 
Measuremen r). 

(d) Curriculum must be adm ini stered in a way that maintains secur ity of access. 

(e) In stitutions mu st demonstrate chat the student who registe rs for a distance educat ion course or progran1 is 

the same student who participates in and completes the course or program and receives the academic 

credit. The verifica tion met hod, at the opt ion of the institution , may include a secure login and pass code, 
proctored examinations, and other appropriate student authentication or verification technology. 

Faculty and Instructional Support 

(a) The institution mu st emp loy academica lly and/or exper ientially credentialed faculty co reach on lin e 

courses appropriate to the subject matter. 

(6) Facu lty hired to facilitate online instruction must be properly trained to utilize the institution's learning 
management system for purposes of instruct ion, co mm unica tion, and assessment. 

(c) The instruction must provide an accessible and reliable learning management system and technical 

support to effectively facil itate online instruction and learning. 

(d) Th e institution must demonstrate that the student/teacher ratio appropriately supports faculty and 
student interaction, facilitation of interaction among students and interaction with curriculum content. 

(e) The institution must have a faculty development plan on file char is appropriate for each individual . For 

further information , see Section 3-1-543. 

Resources and Equipment 

(a) Th e institution must demonstrate chat it has adequate financial resou rces to support the form of del ivery. 

(6) The institution muse demonstrate chat students cakin g online courses have access co the same or equ ivalent 

library resources and support as students taking courses in a physical classroom. 

Students and Student Services 

(a) The institution must orient online students to its learning management system, resources and support 
services, including technical support. 

(b) Student support services available to students enrolled in online programs must be the same or equivalent 
to those provided to students enroll ed in ground-based programs, including but not limit ed to student 
services such as counseling, academic advising, financial aid, and employment assistance. 

Student Evaluation and Program Assessment 

(a) Th e course learning objectives for a course delivered online must be the same as the learn ing objective for 
the same course delivered on ground . 

(b) Regardless of instructional delivery method, assessments and assignments should demonstra te student 

ach ievement of course learn ing objectives. 
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(c) The institution must document that it conduc ts course/program evaluations, including assessment of 
student learning outcomes, student retention and placement, and student, graduate, faculty, and employer 
satisfaction (See Section 3-1-111.) 

Publications 

(a) The institution must fully disclose what form(s) of instruction it uses in its catalog and web site and, when 
appropriate, in its advertising and promotional material. The catalog disclosure must follow the 
requirements as described and outlined in Section 3-1-701 and Appendix C, number 22). 

SELF-PACED INSTRUCTION 

In addition to the general standards in Tide Ill , Chapter 1, which app ly to all institutions, and applicable standards 
in Chapters 2 through 6, the following standards apply specifically to self-paced instruction delivery methods. These 
principles and guidelines are designed co inform institutions of the policies of the Council and to guide institutional 
representatives when designing, implementing, and evaluating self-paced instructi on forms of educational delivery. 

Institutional Readiness 

(a) Institutions must notify and receive approval from ACICS prior co using self-paced as a mode of delivery. 
(See Section 2-2-501) 

(b) Institutions must demonstrate a shift from a teacher-centered co a learner-centered environment. 

(c) Institutions must employ faculty who possess the technical skills co teach in a self-paced environment. 

(d) The delivery method must be appropriate for students and the curriculum. 

Admissions Requirements and Enrollment 

Institutions must identify the admissions requirements of self-paced courses/programs. 

Curriculum Content and Instruction and Delivery 

(a) Regardless of instructional delivery method, the syllabi must identify the course learning objectives. Each 
course learning object ive must support one or more program learning outcomes. (See Glossary definition 
of Syllabus.) 

(b) Institutions must demonstrate to the Council that the clock or credit hours required and awarded are 
appropriate for the degrees and credentials offered using a thoroughly developed rationale. Credit award 
rationales for self-paced delivery of courses or programs generally do not use the traditional lecture/ 
laboratory/practicum formulas for credit calculations. (See Section 3-1-516, Course and Program 
Measurement.) 

(c) Institutions must demonstrate compliance with applicable federal and state regulations. 

Faculty and Instructional Support 

(a) The institution must employ academically and/or experientially credentialed faculty to oversee the 
self-paced course/program. 

(b) The faculty must be adequately trained to instruct in a self-paced environm ent. 

(c) The faculty must be supported with the appropriate educat ion resources and technology to facilitate 
self-paced instruction. 
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(d) The institution must demonstrate that the student/teacher ratio appropriately supports faculty and 
student interaction, facilitation of interaction among students and facilitation of student interaction with 
curriculum content. 

Resources and Equipment 

The institution must provide an accessible and reliable learning management system and technical support to 
effectively facilitate online instruction and learning. 

Students and Student Services 

(a) The institution must orient online students to its learning management system, resources and support 
services, includin g technical support. 

(b) Student support services available to students enrolled in self-paced programs must be the same or 
equivalent to those provided to students enrolled in ground -based programs , including but not limited to 
student services such as counseling, academic advising, financial aid, and employment assistance. 

Student Evaluation and Program Assessment 

(a) The course learning objectives for a self-paced course must be the same as the learning objectives for the 
same course delivered on ground. 

(b) Regardless of instructional delivery method, assessments and assignments should demonstrate student 
achievement of course learning objectives. 

Publications 

The institution must fully disclose what form(s) of instruction it uses in its catalog and web site and, when appropriate, in 
its advertising and promotional material. The catalog disclosure must follow the requirements as described and outlined 
in Section 3-1-701 and Appendix C, number 22. 
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APPENDIX I Principles and Guidelines for International Partnership 
Agreements 

In addition to the general standards in Section 2-2-508; Tide III , Chapter 1, which apply to all institutions, and 
applicable standards in Chapters 2 through 7, the following standards apply specifically to institutions proposing to 
initiate an international partnership agreement with an entity outside the United States or its territories. 

The programs and/or courses offered abroad must be consistent with the institution's educational mission and goals and 
must meet the same academic standards, educational effectiveness and student achievement. 

These principles and guidelines are designed to inform institutions of the policies of the Council and to guide 
institutional representatives when designing, implementing, and evaluating an International Partnership Agreement 
(IPA). 

The partnership agreement should include the following items and detail each entity 's responsibility in the following 
areas: 

ELEMENTS IN AN INTERNATIONAL PARTNERSHIP AGREEMENT 

I. Duration and Jurisdiction 

1. Institutions must identify the start and end date of the agreement . 

2. The agreement must list the signator ies/partners involved in the international partnership. 

3. The agreement must describe under which jurisdiction(s) the agreement will legally be bound , i.e. legal 
jurisdiction of ACICS institution. 

II. Administration of the Int ernational Partnership Activity 

1. Institutions must identify the individual with the overall responsibility for the activity. 

2. Institutions must identify the on-site administrator for the activity. 

CURRICULUM CONTENT, INSTRUCTION, AND DELIVERY 

Institut ions shall ensure the quality and rigor of courses/program offered through the international partnership 
agreement. 

III. Faculty and Instructional Support 

1. Institutions must employ academically and experientially credentialed faculty to oversee the instruction, 
evaluation , and grad ing requirements of the courses/ program. 

2. Institutions must have faculty credentials evaluated by a recognized service for evaluation of foreign 
credentials. 

3. The faculty must be supported with the appropriate education resources and technology. 
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IV. Admissions Procedures and Requirements 

The institution must identify the admission requirements for enrolling in courses/programs abroad. 

VI. Students and Student Services 

1. Advising and Counseling 

(a) Institutions must provide academic advising and counseling services to students. 

(6) Institutions must have procedures for adding and dropping courses. 

2. Financial Aid 

If applicable, institutions shall detail the institution's procedure for awarding, disbursing, and counseling 
students on financial aid funds that will be used for overseas study. 

3. Transfer of Credit 

Institutions must in compliance with Section 3-1-413 as it relates to transfer of credit. 

4. Student Orientation 

The institution must provide pre-departure orientation and on-site orientation programs for students, if 
applicable. 

5. Grievance Procedure 

A grievance policy and procedure must be included in the catalog and list name and address of ACICS, 
unless published in a student handbook. 

6. Student Records 

The institution must provide a plan for storing student records and providing access to on-site 
administrator at the international location. 

7. Student Accommodations 

Institutions should derail the plan for arranging student accommodations during the study abroad period, 
if applicable. 

VII. Security 

1. Institutions must describe how student, staff and faculty safety at the international education facility will 
be ensured. 

2. Institutions must describe the plan to ensure security of students, staff and faculty in case of civil unrest or 
natural disaster in host country . 

VIII. Financial Requirements 

Institutions must be in compliance with Section 3-1-430 as it relates to financial aid, tuition and charges. 

IX. Resources and Equipment 
Instructional resources and equipment must be readily available, accessible, and reliable. 

X. Student Evaluation and Program Assessment 
The institution must implement an assessment plan that measures attainment of core competencies for courses/ 
program and measurable objectives for each course. 

XI. Publications 
The institution must fully disclose what form(s) of instruction it uses in its catalog and Web site, and when appropriate, 
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in its advertising and promotional material. The catalog disclosure must follow the requirements as described and 
outlined in Section 3-1-701 and Appendix C, number 22. 

XII. Termination of Agreement and Teach-out Plan 
Institutions must detail the plan for comp letion of program or courses shou ld international partner fail to provide 
services. 

XIII. Int ernational Site Facilities 
Institutions muse include a description of facilities at the international site and provide evidence that the facilities are in 
compliance with host country building code regulations. 

Summary 
ACICS members planning to enter into an international partnership agreement muse be aware of and in compliance 
with all Council requirements and Department of Educat ion regulations. 
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A 
Ability to Benefit: 

definition of, Glossary 
enrollment of students under, 3-1-411 (a) 
recordkeeping, 3-1-303(b)(c) 

Academic Associate's Degree: 
educational activities, 3-4-200 to 3-4-204 
faculty, 3-4-300 to 3-4-304 
library, 3-4-400 to 3-4-406 
state authority, 3-4-100 

Academic Credentials: 
academ ic degree, T itle, III, Chapter 4 
bachelor's degree, Title III, Chapter 5 
conferring of, 3- 1-521 
definition of, Glossary 
master's degree, Title III, Chapter 6 
nondegree, Title III, Chapter 2 
occupat ional degree, Title III, Chapter 3 

Academic Freedom: 
3-1-202(c); 3-1-541 

Accredi ration : 
admonition, 2-3- 101 
annual financial report, 2-1-802 
annua l accountabil ity report, 2- 1-80 I 
automatic discontinuation of, 2-2-403(a) 
criteria maintenance, 3-1-301 
deferral of, 2-3-200 
definition of, Glossary 
denial of, 2-3-300 
denoting, 2-1-806; Appendix C 
granting of, 2-3-100 
maintenance of, 2-1-100 to 2-1-810 
reinstatement of, 2-2-403(6) (ownership) 
revocation of, 2-3-401 
show-cause, 2-3-403 
suspension of, 2-3-402 
withdrawal of, 2-3-400 
withholding of, 2-1-302 
workshop requirement, 2-1-100 

Accrediting Council, The: 
autonomy of, Appendix A 
authority of, Appendix A 
compos ition of, Appendix A 
meetings of, Appendix A 
official act ivity of, Appendix A 
organization of, Appendix A 
purpose and authority of, Appendix A 
scope of, Appendix A 

Accrediting Process: 
Appendix A; Appendix G 
d isclosure and confidential ity, 
ethical standards, Appendix A 
pr ivacy of, Appendix A 

Actions: 
accredi ration deferred, 2-3-200 
accreditatio n denied, 2-3-300 
accreditation granted , 2-3-100 
accreditation withdrawn, 2-3-400 
accreditation withheld, 2-1-302 
admonition, 2-3-101 
general Council, 2-1-700; Tide II, Chapter 3 
revocation, 2-3-401 
show cause, 2-3-403 
suspension, 2-3-402 

Additional Location: 
definition of, 1-3-102; Glossary 
evaluation of, 2-2-102(a) 
notification of, 2-2-101 (a) 

Administration: 
evidence of degrees, 3- 1-302 
in general, 3-1-300 
management , 3- 1-301 
master's degree, 3-6-300 to 3-6-302 
of programs, 3-1-51 1 
records, 3-1-303 

Administrative Staff: 
counsel ing and guidance, 3-1-441 
duties of, 3-1-202(6) 
library, 3-l-800(d); 3-3-401; 3-4-401; 
3-5-401; 3-6-701 
management, 3- 1-202; 3-1-301 
student financial aid, 3-1-430 
student recruitment , 3- 1-412 

Admission Policies: 
general standards, 3-1-411 
master's degrees, 3-6-600 to 3-6-603 

Admission Representat ives: 
3-1-412(d) 

Admissions and Recruitment: 
3-1-410 

Admon it ion : 
2-3-101 

Advertising: 
3-1-703; Appendix C 
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Annual Accountability Report: 
2-1-801 

Annual Financial Report: 
2-1-802 

Appeals: 
expenses of, 2-3-608 
hearing of, 2-3-500; 2-3-606 
process, 2-3-500; 2-3-600 
review board, 2-3-600 to 2-3-608 

Application: 
for initial grant of accreditation, 2-1-200 
for new grant of accreditation, 2-1-300 

Applied General Education: 
occupational associate degrees, 3-3-202 
definition of, Glossary 

Area of Concentra tion: 
definition of, Glossary 

Articulation Agreements: 
2-2-507 

Associate's Degree: 
Academic, Tide III, Chapter 4 
Occupational, Tide III , Chap ter 3 

Attenda nce: 
satisfactory progress, 3-1-420 

Audioconferencing: 
definition of, Glossary 

B 
Bachelor's Degree: 

educational activities, 3-5-200 to 3-5-204 
faculty, 3-5-300 to 3-5-304 
library, 3-5-400 to 3-5-406 
state autho rity, 3-5-100 

Blended Course or Blended Learning: 
definition of, Glossary 

Board of Directors: 
Append ix A 

Budget: 
general (institutional), 3-1-203 
general (library), 3-1-800 
general (library), academic, 3-4-402 
general (library), bachelor's, 3-5-402 
general (library), master's, 3-6-702 
general (libra1y), nondegree, 3-2-204 
general (library), occupational, 3-3-402 
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Bulletin Board System (BBS): 
definition of, Glossary 

Bylaws of ACICS: 
1-1-100; Appendix A 

C 
Cash Discounts: 

3-1-435 

Catalog: 
3-1-700 to 3-1-702; Appendix C 

Category Grant: 
definition of, Glossary 

Certification: 
requirements, 3-1-500 

Change of Ownership or Control: 
general, 2-2-400 to 2-2-403 

Changes: 
administrat ion, 3-1-301; T ide II, Chapter 2 
facilities, 2-2-100 
location, 2-2-602 
name, 2-2-601 
ownership or contro l, 2-2-400 to 2-2-403 
programs, 2-2-503 

Chat Room: 
definition of, Glossary 

Classification of Campuses: 
additional location, 1-3-102 
general, 1-3- l 00 
main, 1-3-101 

Closing of (Campus) Institution: 
2-2-300 

Comm ittees: 
Appendix A 

Community Resources: 
3-l-512(c) 

Communi ty Surveys: 
3-1-514 

Complaints and Adverse Information: 
general, 2-3-700 
grievance policy, 3- l-202(d) 

Computer-Assisted Instruction (CAI 
definition of, Glossa1y 

Confidentiality: 
Appendix A; Appendix G 



Connect Time: 
definition of, Glossary 

Consortium Agreements: 
2-2-507 

Contrac ts with Unaccredited Institutions or Entities: 
2-2-506 

Copyright Laws: 
3-l-53l(d) 

Council Actions: 
accreditation granted, 2-3-100 
accreditat ion withdrawn, 2-3-400 
admonition, 2-3-101 
accreditation deferred, 2-3-200 
accreditation denied, 2-3-300 
den ial of initial grant, 2-3-301 
denial of new grant, additional location, or 

change of ownership/contro l, 2-3-302 
general, 2-1-700 
or change of ownership/control, 2-3-302 
other denial actions, 2-3-303 
procedural guarantees, 2-3-404 
revocation, 2-3-401 
show-cause directive, 2-3-403 
suspension, 2-3-402 

Council Evaluation: 
2-1-603 

Counseling and Guidance: 
3-1-441 

Course: 
definition of, Glossary 
scheduling, 3-1-516 

Credentials Conferred: 
certificates, diplomas, degrees, 3-1-521 

Credit: 
allocation, 3-1-515 
clock hour conversion, 3-1-515 
hours, definitions of, Glossary; 3-1-515 
transfer of, 3-1-413 

Curriculum : 
academic degree, 3-4-203 
bachelor's degree, 3-5-203 
evaluation and revision, 3-1-514 
general, 3-1-512 
master's degree, 3-6-404 
occupational degree, 3-3-203 

D 
Debarment: 

2-3-1000 

Default Rate: 
2-1-810 

Deferral of Accreditation: 
2-3-200 

Degree (Education) Requirements: 
academic, 3-4-202 
bachelor's, 3-5-202 
master's, 3-6-403 
occupational, 3-3-202 

Degrees: 
conferring of, 3-1-521 
definition of, Glossary 
evidence of, 3- 1-302 
faculty, 3-1-542 

Denial of Accreditation: 
2-3-300 

Disclosure: 
Appendix G 
of Council decisions, Appendix A; 

Distance Education or Distance Learning: 
definition of, Glossary 
guidelines, Appendix H 

E 
Educational Activities: 

academic associate's degrees, 3-4-200 
bachelor's degrees, 3-5-200 
general standards, 3-1-500 to 3-5-544 
master's degrees, 3-6-400 
occupational associate's degrees, 3-3-200 

Educational Facilities: 
code requirements, 3-1-602 
in general, 3 1 600 
plant and equipment, 3-1-601 

Electronic Learning or E-learning : 
definition of, Glossary 

Eligibility Criteria: 
degree credit requirements, 3-3-202; 3-4-202; 
3-5-202; 3-6-403 
minimum requirements, 1-2-l00(a-i) 
state authority, 3-3-100; 3-4-100; 3-5-100; 
3-6-200 

Effective April I 4, 20 I 4 125 



Employment Assistance: 
3-1-441 (c) 

English as a Second Language: 
guidelines, Appendix F 

Enrollment: 
academic, 3-4-204 
agreements, 3-1-432(c) 
bachelor's, 3-5-204 
master's, 3-6-405 
occupational, 3-3-204 

Equipment, Educational: 
3-1-531; 3-1-601 

Evaluation: 
authorization of, 1-2-lO0(h) 
by team, 2-1-500 
graduate applicants, 3-6-602 
nonmain campus, 2-2-102 
self (self-study), 2- 1-204 
visiting team, 2-1-400 t0 2-1-402 

Evaluation Standards: 
3-1-100 to 3-6-800 

Evaluation Team: 
composit ion of, 2-1-402 
evaluation of separately accredited programs, 
2-1-403 
staff member on, 2-1-404 
expenses of, 2-1-405 
functions of, 2-1-502 
general, 2-1-400 
procedures, 2-1-503 
selection of team members, 2-1-401 

Evaluation Visit : 
post visit, 2-1-600 
scheduling of, 2-1-205 
scope of, 2-1-501 

Evaluator Selection: 
2-1-400 

Extended Enrollment: 
(See Regular Student) 

Extracurricular Activities: 
3-1-442 

F 
Face-co-Face or F2F: 

definition of, Glossary 

Faculty: 
academic degree granting, 3-4-300 
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administrative participation by, 3-1-301 
assignments, 3-2-104; 3-3-302; 3-4-302; 
bachelor's degree granting, 3-5-300 
curricula revision by, 3-1-514 
development, 3-1-543; Glossary 
field preparation, 3-2-102 
general, 3-1-540; 3-2-100; 3-3-300; 3-4-300; 
3-5-300; 3-6-500;3 5 302; 3-6-502 
in service training, Glossary 
master's degree granting, 3-6-500 
meetings, 3-1-544 
nondegree granting, 3-2-100 
occupational degree granting, 3-3-300 
preparation, 3-1-541; 3-3-301; 3-4-301; 3-5-301; 
3-6-501 
professional growth, Glossary 
stability, 3-2-105; 3-3-304; 3-4-304; 3-5-304; 
3-6-504 
student teacher ratio, 3-2-105; 3-3-305, 
Appendix H (VII, (a)) 
subject preparation, 3-2-103 
teaching load, 3-2-10 I; 3-3-303; 3-4-303; 
3-5-503; 3-6-503 
verification of credentials, 3-1-542 
working conditions, 3-1-531 

Federal Regulations: 
knowledge of and adherence to, 3-1-434; 
Appendix E 

Financial Report: 
annual, 2-1-802 
certified audit, 2-1-803 

Financial Stability : 
3-1-203 

Full-motion Video 
definition of, Glossary 

G 
General Education Requirements: 

academic degrees, 3-4-202; Glossary 
bachelor's degrees, 3-5-202; Glossary 
master's degrees, 3-6-403; Glossary 
occupational degrees, 3-3-202; Glossary 

General Education: 
definition of, Glossary 

General Education-Humanities: 
definition of, Glossary 

General Education-Mathematics and the Sciences: 



definition of, Glossary 

Gene ral Education-Social Sciences: 
definition of, Glossary 

Grading System: 
3-l-303(e) 

Graduation Requirements: 
Appendix C; 3-1-420 
certification, 3-1-500 

Granes-in-Aid: 
3-1-431; Appendix E 

Guidance Services: 
3-1-441 

H 
Hearings: 

general, 2-3-500 
financial, 2-3-502 
format, 2-3-501 
procedures, 2-3-500(a) to 2-3-500(c); 
2-3-606 
review board, 2-3-600 to 2-3-608 

Home Institution: 
definition of, Glossary 

Host Institution: 
definition of, Glossary 

Hybrid Course or Hybrid Program: 
definition of, Glossary 

I 
Independent Study: 

definition of, Glossary 

Individual Differences of Students: 
3-1-512(6) 

Information Technology: 
definition of, Glossary; 3-2-200; 3-3-400; 
3-4-400; 3-5-400; 3-6-700 

Initial Application: 
application of, 2-1-202 
general, 2-1-200 
preliminary review of, 2-1-201 
resource visit of, 2-1-203 
self-evaluation of, 2-1-204 
scheduling the visit of, 2-1-205 

In Service Training: 
definition of, Glossary 

faculty development, 3-1-543 
institutional changes (see "Procedures") 

Institutional Effectiveness: 
3-1-110 to 3-1-113 

Institutions: 
classification/types of, 1-3-100 to 1-3-103 
integrity of, 3-1-202 

Instruction: 
general standards, 3-1-530 to 3-1-532 

Instructional Resources and Materials: 
academic degree, 3-4-400 to 3-4-406 
bachelor's degree, 3-5-400 to 3-5-406 
budget, 3-2-204, 3-3-402, 3-4,402, 3-5-402 
master's degrees, 3-6-700 to 3-6-706 
nondegree, 3-2-300 to 3-2-204 
occupational degree, 3-3-400 to 3-3-406 

Integrated Learning System or ILS 
definition of, Glossary 

Interim Report for Eight-Year Granes: 

2-1-804 

Intermediate Review Committee: 
2-1-602 

Interna tional Partnership Agreements: 
2-2-508, Appendix I 

J 
Junior College: 

definition of, Glossary 

L 
Learning Management System or LMS 

definition of, Glossary 

Learning Object: 
definition of, Glossary 

Legal Control and Organization: 
1-2-l00(b)(g); 3-1-201 

Library, Instructional Resources, Services, and 
Technology: 

academic associate's degrees, 3-4-400 to 
3-4-406 
acquisitions, 3 3-406; 3-4-406; 3-5-406; 
3-6-706 
bachelor's degrees, 3-5-400 to 3-5-406 
budget, 3-2-204; 3-3-402; 3-4-402; 3-5-402; 
3-6-702 
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Loan: 

disrriburion of, 3-2-202 
function, 3-3-403; 3-4-403; 3-5-403; 3-6-703 
general, 3-1-800; 3-2-200; 3-3-400; 3-4-400; 
3-5-400; 3-6-700 
holdings, 3-3-405; 3-4-405; 3-5-405; 3-6-705 
inventory, 3-2-203 
master's degrees, 3-6-700 co 3-6-706 
occupational associate's degrees, 3-3-400 to 
3-3-406 
references, 3-2-201 
staff, 3-3-401; 3-4-401; 3-5-401; 3-6-701 
use and accessibility, 3-3-404; 3-4-404; 
3-5-404; 3-6-704 

definition of, Glossary; 3-1-431; Appendix E 

Lower Division Course: 
definition of, Glossary 

M 
Maintaining Accreditation: 

annual institutional report, 2-1-801 
annual financial report, 2-1-802 
audited financial statements, 2-1-803 
general, 2-1-800 
payment of fees, 2-1-804; Appendix A 

Master's Education: 
admissions, 3-6-600 to 3-6-604 
educational activities, 3-6-400 to 3-6-405 
faculty, 3-6-500 to 3-6-504 
library, 3-6-700 to 3-6-706 
nature of, 3-6-100 
organization and administration, 3-6-300 to 
3-6-302 
publications, 3-6-800 
state authority, 3-6-200 

Meetings: 
Council, Appendix A 
faculty, 3-1-544 
review board for appeals, 2-3-600 co 2-3-608 

Membership of Faculty: 
in professional associations, 3-1-543 

Methods of Instruction: 
3-1-530 

Minimal Eligibility Requirements: 
1-2-100 (a-i) 

Mission: 
bachelor's and master's education, 3-5-201; 
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N 

3-6-401 
disclosure, 3-1-101 
general, 3-1-100 
implementation, 3-1-102 

Need-based Grant: 
definition 0£ Glossary 

New Grant of Accreditation: 
application, 2-1-301 
general, 2-1-300 
withholding of, 2-1-302 

Nondegree Programs: 
faculty, 3-2-100 to 3-2-10 5 
instructional resources, 3-2-200 to 3-2-204 

Nonmain Campus: 
evaluation 0£ 2-2-102 
general, 2-2-100 
notification of, 2-2-101 
termination or substantial change of, 2-2-103 

Nonregular Student: 
(See Regular Student) 

Nontraditional Education: 

0 

Course Measurement, 3-1-515 
Guidelines, Appendix H 

Objectives: 
academic degrees, 3-4-201 
bachelor's degrees, 3-5-201 
general, 3-1-100 
master's degrees, 3-6-401 
occupational degrees, 3-3-201 

Occupational Degrees: 
educational activities, 3-3-201 to 3-3-204 
faculty, 3-3-300 co 3-3-305 
library, 3-3-400 to 3-3-406 
state authority, 3-3-100 

Online Learning: 
definition 0£ Glossary 

Organization: 
Council, Appendix A 
disclosure, 3-1-201 
financial stability, 3-1-203 
in general, 3-1-200 
integrity, 3-1-202 



master's degree, 3-6-300 tO 3-6-302 

Orientation: 
3-1-441 

Ownership (or Control): 
change of, 2-2-40 I 
corporate structure, 1-2-lOO(g) 

p 
Physical Plant: 

3-1-601 

Placement: 
of students, 3-1-44 I (c) 
rate, 2-1-809; 3-1-111 

Post Visit Procedures: 
commission and council review, 2-1-603 
general, 2-1-600 
intermediate review, 2-1-602 
opportunity to respond, 2-1-601 

Preliminary Review: 
initial applicants for accreditation, 2-1-201 

Prerequisites: 
3-1-513(6); 3-3-204; 3-4-204 

President of Council: 
Appendix A 

Probation: 
general, 2-3-800 
imposition, 2-3-801 
lifting of, 2-3-803 
notification of, 2-3-804 
result of, 2-3-802 
student (academic); 3-l-423(c); Glossary 

Procedural Guarantees: 
accreditation withdrawn, 2-3-400 to 2-3-404 
in general, 2-3-404 

Procedures: 
for accreditation (initial), 2-1-100 to 2-1-205 
for accreditation (new grant), 2-1-300 to 2-1-302 
for appeals (see ''Appeals") 
for approval of scholarships, grants, and loans, 

3-l-431(b)(c); Appendix E 
for additional location to main campus 

reclassification, 2-2-201 
for change of name or location, 2-2-601; 2-2-602 
for change of ownership or control, 

2-2-400 to 2-2-403 
for closing an institution, 2-2-300 

for degree granting status, 1-3-100 tO 1-3-103; 
3-1-521 

for evaluation teams, 2-1-400 
for handling complaints, 2-3-700 
for hearings (see "Hearings") 
for new programs evaluation of, 2-2-501 
for nonmain campus evaluation of, 2-2-102; 
initiation of, 2-2-101; termination of, 2-2-103 
for reaccreditation, 2-3-100; 2-3-101 
for Review Board for Appeals, 2-3-600 

Professional Growth: 
definition of, Glossary 

Program Administration: 
3-1-511 

Programs: 
administration of, 3-1-51 1 
changes to, 2-2-503 
course and program measurement, 3-1-515 
definition of, Glossary 
development of, 3-1-513 
evaluation of, 3-1-514 
higher credential, 2-2-502 
length and tuition and fees, 2-1-807 
new 2-2-501 
planning of, 3-1-512 
termination of, 2-2-504 

Progress: 
of student, 3- l-303(e); 3-1-420 to 3-1-423 

Public Participation: 
1-1-300 

Publication: 
of grant of accreditation, 2-1-806 
of Review Board decisions, 2-3-600 tO 2-3-608 
of withdrawal action pending appeal, 2-3-604 

Publications: 

R 

advertising, 3-1-703; Appendix C 
Appendix C 
catalog, 3-1-70 I ; Appendix C 
general, 3-1-700; 3-6-800; Appendix C 
master's programs, 3-6-800 
multiple school catalog, 3-1-702; 

Reaccreditation: 
2-3-100; 2-3-101 

Redesignation of Campuses: 
additional location to main campus, 2-2-201 
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reassignment of campuses, 2-2-202 

Recognition: 

1-1-200 

Record, Transcript of Hearing: 
2-3-500(c); 2-3-605 

Records: 

administrative operations, 3-1-303(a) 
faculty, 3-1-542 

in general, 3-1-303 

safety of, 3-1-303(f) 
student, 3-1-303(6) to (g) 

Recruitment: 
of students, 3-1-412 

Reevaluation (see "Reaccred itation") 

Refunds: 

policy, 3-1-433 

Regular Student: 
3-1-420 to 3- 1-423 

definition of, Glossar y 

Relations with Students : 
administratio n of student financial aid, 3-1-434 

admissions, 3-1-411 
cash discounts , 3-1-435 

counseling and guidance, 3-1-441 

satisfactory progress, disclosure , 3-1-422 
satisfactory progress, elements, 3-1-423 
extracurricular activities, 3-1-442 

financial relations, 3-1-430 
general, 3-1-400 

institutional grants, 3-1-431; Appendix E 
institutio nal loans, 3-1-431; Appendix E 

recruitment, 3- 1-412 
refund policy, 3-1-433 

satisfactory progress standards, 3-1-420 co 
3-1-423, Appendix D 

scholarships, 3-1-431; Appendix E 
student services, 3-1-440 

transfer of credit, 3-1-413 
tuition and charges, 3-1-432 

Reports: 
annual and interim, 2-1-801 to 2-1-808 
by visit ing team, 2-1-502 

financial, 3-1-203 

Resource Visit: 
2-1-203 

Resources (of Commun ity): 
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3-l-512(c) 

Response to Team Report: 

2-1-601 

Retention: 
emp hasis on, 3- 1-441(6) 

rates, 2-1-809; 3-1-111 

Review Board for Appeals: 
accredi tation withdrawn , 2-3-400 

appeal, 2-3-600 
appointment of members, 2-3-602 

Council receipt of decisions, 2-3-607 
decisions of, 2-3-606 

expenses of hearing, 2-3-608 
hearing of appeal, 2-3-605 

jurisdiction and authority, 2-3-603 

request for appeal, 2-3-604 

Reviews: 

intermediate (post visit), 2-1-602 
preliminary, 2-1-201 

Revocation (of Accreditation ): 

2-3-401 

s 
Safety: 

of facilities, 3-1-601 
of records, 3-l-303(f) 

Sat isfactory Progress Standa rds: 

3-1-420 to 3-1-423; Appendix D 

Scalability : 
definition of, Glossary 

Schedu ling (course): 

3-1-516 

Scholarships: 
Append ix E 

definition of, Glossary; 3-1-431; 

School Plant : 
general, 3-1-600 

physical requirements , 3-1-601 

Self Evaluation (Self Study): 
2-1-204 

Self-paced Instruction: 

definition of, Glossary 
guidel ines, Appendix H 

Simu lations: 

definition of, Glossary 



Special (and FACT) Visits: 
2-3-900 

Stability, Financial: 
3-1-203 

Staff: 
administrative, 3-1-202(6) ; 3-1-300 to 

3-1-302; 3-l-412(a)(c)(d); 3-1-435; 3-1-441 
teaching, 3-1-202(6); 3-1-540; 3-2-100 to 
3-2-105; 3-3-300 to 3-3-305; 3-4-300 co 

3-4-304; 3-5-300 co 3-5-304; 3-6-500 co 

3-6-504 

Stand ing Comm ittees, Council: 
Appendix A 

State Authority (for granting credentials): 
academ ic degrees, 3-4-100 
bachelor 's degrees, 3-5-100 
master's degrees, 3-6-200 
occupational degrees, 3-3-100 

State Laws: 
knowledge of and adherence to, 
3- l-412(c); 3-1-431; 3-1-434; 
3-1-500; 3- 1-602 

Student Financial Aid: 
3-1-430; 3-1-435 

Student Loan Repayment: 
3-1-431 (c) 

Student Services: 
counseling, 3-1-303(6); 3-1-441 
emp loyment assistance, 3- 1-44 1 (c) 
extracurricular activities, 3-1-442 
guidance, 3-1-303(6); 3-1-441 
in general, 3-1-400 
or ientation, 3-1-44 1 

Student Teacher Ratios: 
academic degree, 3-4-302 
bachelor's degree, 3-5- 302 
master's degree, 3-6-502 
nondegree grant ing, 3-2-105 
occupational degree, 3-3-305 

Suspension: 
of accreditation, 2-3-402 

Syllabus: 
definition of, Glossary; 3- l -5 l 3(a) 

Synchronous Interactions: 
definition of, Glossary 

T 
Teaching Load: 

academic degree granting, 3-4-303 
bachelor's degree grant ing, 3-5-303 
master's degree granting, 3-6-503 
nondeg ree granting, 3-2-101 
occupational degree granting, 3-3-303 

Teachout: 
2-2-303 

Team Functions and Procedures: 
compositions of teams, 2-1-402 
expenses, 2-1-405 
functions, 2-1-501 
general, 2- 1-500 
procedures , 2-1-502 
selection of team members, 2-1-401 
scope of visit, 2-1-404 
staff member on visit, 2-1-403 

Terminal Degree: 
definition of, Glossary 

Threaded Discussions: 
definition of, Glossary 

Transcripts: 
of professional staff, 3-1-302 
of students, 3-1-303 
of teaching staff, 3-1-542 

Transfer of Credits: 
evaluation of, 3- 1-413 
in general, 3-1-5 12(6) 
master's programs, 3-6-603 

Tuition and Fees: 
3-1-430 to 3-1-435 

u 
Unannounced Visit: 

2-1-805; Appendix B 
Upper Division Course: 

definition of, Glossary 

V 
Validated Test: 

definition of, Glossary 
scores for, 3-1-303(6) 

Videoconferencing: 
definition of, Glossary 
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Visiting Team (see "Evaluation Team") 

w 
Webinar: 

definition of, Glossary 

Withdrawal: 
definition of, Glossary 
of accreditation, 2-3-400 to 2-3-404 

Withho lding: 
of accreditation, 2-3-300 

Working Conditions: 
of faculty, 3-1-531 


